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To  All  Educational  Secretaries 


When  325  educational  secretaries 
from  34  states  will  register  and  attend 
a  concentrated  five  day  institute,  give 
of  their  vacation  time  and  pay  their 
own  expenses,  then  there  is  definite 
need  for  more  planned  meetings  for 
unified  study,  discussion  and  work  on 
common  professional  interests.  A  po¬ 
sition  in  an  educational  office  or  in  an 
association,  whether  it  be  national,  state 
or  local,  can  grow  and  progress  only 
in  proportion  to  the  spirit  of  interest, 
enthusiasm  or  desire  for  professional 
information  that  radiates  from  an  ac¬ 
tive  progressive  membership. 

The  continued  growth  and  achieve¬ 
ments  of  the  National  Association  of 


School  Secretaries  will  be  assured 
through  the  unified  efforts  of  everyone 
for  a  larger  active  membership,  all  will¬ 
ing  to  help  plan  better  conferences, 
conventions  and  institutes  and  with  a 
constant  working  together  as  one  unit 
on  all  projects.  One  man  working  alone 
accomplishes  very  little.  The  National 
officers  are  counting  on  all  of  you  to 
enlist  other  educational  secretaries  to 
help  make  this  year  one  that  will  be 
long  remembered  for  outstanding  pro¬ 
fessional  unified  accomplishments 

Sincerely. 

Edna  Atkinson. 


WHFPF  S  //mV  FROM 


Together  at  the  Institute  as  in  all  NASS  Activity.  Reading  from  left  to  right: 
Alma  Gripe,  Martha  Luck,  Edna  Atkinson,  Melba  Demaree. 
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a  wax-resist  method  of  decoration 


j|  Draw  design  with  Crayola 
Wax  Crayons,  using  light, 
bright  colors  if  the  background  is 
to  l)e  <lark.  Shar|)en  the  crayon. 
Press  »lown  heavily  and  evenly, 
holding  near  the  |)oint  to 
prevent  breaking. 


When  the  drawing  is  fin- 
ishe<l,  brush  with  Artista 
Tempera  or  Artista 
Water  Color,  with  short, 
({uick  strokes.  Use  a  one- 
inch  flat  brush  rather 
than  one  with  a  point, 
and  be  generous  with 
the  paint. 


When  <lry,  glaze  with 
clear  shellac  or  liquid  wax. 
Tenipola-Craft  may  be  ap¬ 
plied  to  paper,  cardboard, 
unfinished  wood  or  non¬ 
glossy  pottery.  Bread 
lK>ard  may  lx-  used  as  serv- 


oINNEY  &  SMITH  CO.,  41  Eoit  42nd  St.,  New  York  17,  N.  Y. 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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FRANCES  E. 


ROSENTNAl 

Editor 


Your  editors  are  never  satisfied- -we 
hope  we  never  will  be  and  that  a  con¬ 
stant  continued  urge  for  progress  and 
improvement  will  always  dominate  our 
thinking. 

You,  our  fellow-members  in  our  As¬ 
sociation,— you,  our  readers, — have  been 
wonderful  to  us  in  your  generous  ex¬ 
pressions  concerning  what  we’ve  done 
to  provide  material  of  interest  and  help 
in  the  pages  of  our  magazine.  We’re 
pleased  if  we  have  been  able  to  stimu¬ 
late  and  challenge  you  and  if  what  has 
been  included  has  assisted  you  along  the 
way  or  made  your  work  a  bit  easier  or 
more  enjoyable.  We  hope  that  what  the 
pages  of  The  National  Secretary  have 
to  offer,  will  always  give  you  what  you 
want  most  and  that  the  magazine  will 
always  be  received  enthusiastically 

Our  original  plan  of  providing  pro¬ 
fessional  articles  written  by  experts  in 
each  of  the  four  fields  represented- 
public  relations,  techniques,  ‘‘extra  serv¬ 
ices,”  and  personality — has,  we  believe, 
been  successful  in  offering  a  variety  of 
material  some  of  which  is  certain  to 
appeal  to  every  reader.  You,  as  we  have 
said,  have  indicated  your  approval  and 
your  appreciation. 

Now,  however,  we  have  reached  a  de¬ 
cision  which  we  feel  will  mean  an  even 
greater  effectiveness  of  our  magazine. 
We  plan  now  to  determine  upon  a  basic 
subject  or  theme  for  each  issue  and  re¬ 
quest  our  selected  authors  to  point  their 


articles,  in  the  respective  fields,  to  the 
particular  theme  for  the  edition  of  the 
magazine. 

All  of  us  can  think  at  once  of  subjects 
or  themes  which  we  would  like  to  have 
treated  on  by  experts.  ‘There  are  many, 
many  subjects  intimately  connected 
with  our  work  or  our  services,  that  per¬ 
meate  every  phase  of  the  job.  The  one 
that  comes  most  readily  to  mind,  how¬ 
ever,  is  writing  because,  we  suppose,  so 
much  of  what  we  do  is  either  expressed 
or  interpreted  in  writing  of  one  form  or 
another. 

So,  here  we  are  with  our  October, 
1950,  magazine  and  its  four  professional 
articles  around  the  general  theme  of 
“writing” — writing  in  public  relations, 
writing  as  it  must  be  done  as  a  part  of 
the  day’s  work  of  reporting  or  inter¬ 
preting  the  school  program,  writing  as 
we  are  called  upon  to  do  it  in  our 
“extra”  assignments,  writing  as  we  are 
privileged  to  make  use  of  it  to  express, 
develop  and  extend  our  personalities. 

Do  you  like  the  idea?  We’re  most 
enthusiastic  about  it  and  our  authors 
have  likewise  suggested  their  endorse¬ 
ment.  At  any  rate,  we  believe  they  have 
all  reacted  most  favorably  and  written 
exceptionally  wonderful  articles.  But 
you  are  the  ones  to  be  pleased  and 
helped,  and  this  we’re  most  eager  to  do. 
So  let  us  have  your  reactions  that  we 
may  know  whether  to  continue  the  plan. 
Read  the  articles  on  “writing”  please, 
and  then  practice  the  art  in  comment  to 

The  Editors — 

FRANCES  AND  DOROTHY. 


t 
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ABOUT  OUR  AUTHORS 


Lawrence  Gridley  Derthick,  who  gives 
us  the  warm  thoughts  about  promoting 
good  public  relations  through  the  me¬ 
dium  of  letters,  reflects  the  sincere  pur¬ 
pose  of  his  own  life  in  the  first  of  our 
articles  in  this  issue. 

A  school  man  who  has  experienced 
all  of  the  tasks  of  teaching  and  guid¬ 
ance,  from  the  country  school  to  the 
state  department  of  education,  Mr.  Der¬ 
thick  knows  how  much  influence  can  be 
dispensed,  for  good  or  bad,  through  the 
medium  of  a  letter. 

He  took  his  undergraduate  training 
at  Milligan  College,  Johnson  City,  Ten¬ 
nessee,  under  the  presidency  of  his 
father;  his  master’s  degree  was  earned 
at  the  University  of  Tennessee,  and 
further  gfraduate  work  was  accom¬ 
plished  at  George  Peabody  College  for 
Teachers,  Nashville,  Tennessee,  and  at 
Teachers  College,  Columbia.  He  has 
taught  school  in  the  country  and  the 
city  elementary,  high  school  and  col¬ 
lege.  He  has  served  as  teacher,  prin¬ 
cipal,  supervisor,  member  of  the  state 
department  of  education,  as  As.sistant 
Superintendent  in  Charge  of  Instruction 
in  Nashville,  and  he  is  now  Superinten¬ 
dent  of  Public  Schools  in  Chattanooga, 
a  post  he  has  held  since  1942. 

On  leave  of  absence  for  15  months  in 
1948-49,  Mr.  Derthick  served  as  Chief 
of  Education  Branch  of  Military  Gov¬ 
ernment  in  Bavaria,  Germany.  This  task 
involved  helping  the  Germans  reorient 
their  school  system  along  democratic 
lines.  It  was  here  that  he  added  an¬ 
other  evaluation  to  his  already  estab¬ 
lished  appreciation  of  letters  from  the 
heart. 

He  is  well  known  as  an  author,  having 
contributed  to  The  School  Executive, 
The  Tennessee  Tea^cher,  Information 
Bulletin  of  Military  Govermnent  in  Ger- 
many,  and  the  1948  Yearbook  of  the 
American  Association  of  School  Admin¬ 
istrators,  The  Expanding  Role  of  Edu¬ 
cation. 

Further  proof  of  his  understanding 
heart  is  shown  in  his  many  activities 
outside  of  school — with  the  Y.M.C.A., 
the  Boy  Scouts,  the  N.E.A.,  the  Na¬ 
tional  Congress  of  Parents  and  Teach¬ 
ers,  Kiwanis,  and  the  Christian  Church 
Club. 

Newell  McCombs,  author  of  “To  Scribe 
or  Transcribe”  has  been  superintendent 
of  schools  in  Des  Moines  since  1941.  He 


received  his  A.M.  degree  from  the  Uni¬ 
versity  of  Iowa  and  his  A.B.  from  Simp¬ 
son  College,  Indianola,  Iowa,  of  which 
school  he  is  now  a  member  of  the  Board 
of  Trustees.  Simpson  conferred  upon 
him  the  honorary  degree  of  Doctor  of 
Education  and  Drake  University  con¬ 
ferred  the  degree  of  LL.D. 

Dr.  McCombs  was  president  of  the 
Forty  Club,  which  •  includes  superin¬ 
tendents  from  twelve  mid-west  states, 
for  four  years;  he  was  a  member  of 
the  1946  Yearbook  committee  of  the 
A.A.S.A.  He  is  a  member  of  the  Na¬ 
tional  Council  of  Boy  Scouts  of  America; 
he  is  past  president  of  the  local  Rotary; 
he  received  national  and  local  recognition 
from  the  Junior  Chamber  of  Commerce 
for  his  “courage  and  achievement  in  the 
field  of  good  government.”  He  has  held 
numerous  important  offices  in  civic  and 
educational  groups.  He  is  a  member  of 
the  Educational  Policies  Commission,  an 
important  group  concerned  with  educa¬ 
tion  in  this  country. 

There  are  a  wife,  a  daughter,  a  son 
and  a  one-year  old  grand-daughter  to 
absorb  his  interest  outside  of  school 
hours.  He  also  holds  an  amateur  license 
as  a  radio  operator  and  talks  casually 
with  fellow  “hams”  in  Venezuela,  Ice¬ 
land,  and  other  far-away  places!  His 
co-workers  in  the  school  office  say  he  is 
“gadget-minded”  and  they  believe  that 
he  can  repair  anything! 

Eon  a  De  Vere  is  a  teacher  of  English 
and  high-school  journalism  and  at  one 
time  sponsored  a  school  newspaper 
which  achieved  an  All-American  rating. 
The  students  who  worked  with  her  on 
this  project  have  since  merited  impor¬ 
tant  positions  on  the  staffs  of  large  daily 
newspapers.  From  this  store  of  practi¬ 
cal  experience  she  gives  us  her  sugges¬ 
tions  for  the  proper  preparation  of  ma¬ 
terials  for  publication. 

Miss  De  Vere  received  her  M.A.  from 
the  University  of  Chicago  and  has  made 
the  teaching  of  methods  her  career.  She 
conducted  one  of  the  five  laboratory 
classes  established  in  Chicago  to  carry 
on  curriculum  experiments  in  English. 
She  participated  as  a  speaker  in  thirty- 
five  conferences  sponsored  by  the  Uni¬ 
versity  of  Illinois,  during  which  the 
State  of  Illinois  was  completely  circled 
several  times  and  during  which  teachers 
and  school  administrators  of  every 
county  in  the  state  were  addressed.  She 
has  also  lectured  before  conferences 


DON'T  WAIT.... 

until  your  textbooks  begin  to  show  signs  of 
wear.  NOW  is  the  time  to  cover  them  with 
sturdy,  weatherproof,  wear-resistant . 
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sponsored  by  the  University  of  Chicago, 
Northwestern  University,  and  the  Na¬ 
tional  Council  of  Teachers  of  English, 
and  has  given  several  hundred  demon¬ 
stration  lessons  in  English  for  elemen¬ 
tary  grades  and  high  school. 

Her  research  has  recently  led  her  to 
undertake  an  extensive  study  of  the 
problem  of  teaching  high  school  boys 
and  girls  to  think  straight,  helping  them 
to  incorporate  patterns  of  effective 
thinking  in  their  lives  in  and  out  of 
school.  Through  service  in  the  Teach¬ 
ers’  Advisory  Council  of  the  Chicago 
Public  Schools  she  has  become  con¬ 
vinced  that  the  teacher  can  contribute 
significantly  to  the  administrative  pro¬ 
gram  of  the  school  and  still  remain  in 
the  classroom  if  that  is  where  she  feels 
the  greatest  rewards  lie.  This  is  not 
the  first  time  her  helpful  suggestions 
have  been  solicited  for  publication  in  an 
educational  magazine. 

Jo  Wilcox,  who  writes  about  the  op¬ 
portunity  you  have  to  convey  your  per¬ 
sonality  in  the  everyday  letters  you  send 


to  friends,  became  our  contributor 
through  the  Eaton  Paper  Corporation, 
writing  paper  stylist  and  letter-writing 
authority  for  generations. 

“Jo”  (writes  Margaret  Falconer,  the 
Company’s  advertising  manager)  “is  our 
fledgling  copywriter.  She’s  been  with 
Eaton  for  years  and  I’d  always  heard 
her  described,  by  other  department 
heads,  as  ‘a  good  worker.’  What  I  later 
learned  was  that,  ever  since  she  arrived 
in  the  company  Jo  had  her  eyes  on  the 
Advertising  Department.  An  opening 
occurred,  Jo  spoke  up  for  it,  proved 
through  assignments  that  she  was  good 
material  for  her  chosen  career. 

“She  writes  authoritatively  and  with 
utmost  conviction  on  the  fun  of  letter¬ 
writing  because  she  has  seen  these  ideas 
put  into  effective  use  by  hundreds  of 
persons  who  write  to  Eaton  for  advice.” 

Miss  Wilcox  says  this  was  one  of  her 
nicest  assignments  and  we  think  you 
will  agree  that  it  is  one  of  our  nicest 
articles. 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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LETTERS  LETTERS  EVERYWHERE 

L.  G.  Derthick 

Superintendent  of  City  School* 
Chattanooga,  Tennessee 


Let’s  imagine,  you  and  I,  that  this  is 
really  just  a  letter  from  me  to  you 
about  letters  and  our  job.  Then,  first, 
I  can  greet  each  of  you  in  this  personal 
way  and  tell  you  how  exceedingly  im¬ 
portant  I  think  your  work  is  for  our 
children  and  their  parents  and  teachers. 

Only  today  have  I  spoken  for  a  school 
system  in  a  strange  and  distant  city.  It 
was  the  same  old  story:  the  school  sec¬ 
retary  was  the  first  to  greet  me,  on  the 
telephone.  At  once  I  knew  I  was  in 
capable  hands  and  that  all  was  well.  She 
knew  the  ropes  and  jumped  to  help  me 
skip  the  tangles,  and  then  throughout 
the  day  I  found  her  name  on  countless 
lips.  She’s  the  one  they’re  all  calling 
for,  and  while  they’re  calling  you  know 
whom  she’s  working  for — everybody! 

But  back  to  all  of  you.  You  too  are 
secretaries  to  everybody,  the  one  person 
all  the  folks  know  and  count  on.  Your 
place  is  in  the  hearts  of  the  school  sys¬ 
tem  -if  you  only  find  it.  The  road  map 
— North,  South,  East,  and  West — to  all 
of  these  hearts  I  see  in  The  Na¬ 
tional  Secretary  and  the  four  fields  to 
which  each  issue  is  pointed.  In  writing 
you  now  about  the  “Public  Relations 
Value  of  Letters’’  I  must  first,  even 
though  briefly,  tell  you  something  of  my 
feeling  for  letters  in  general;  I  think 
each  one  is  of  vital  importance.  There 
is  no  inquiry  or  topic  so  common,  no 
answer  or  message  so  routine,  but  that 
it  can  be  enlivened  by  a  generous  spirit 
who  loses  himself  and  writes  with  zeal 
and  enthusiasm  for  his  correspondent, 
maybe  someone  not  even  known  to  him 
personally  but  always  a  prospective 
friend. 

One  should  be  more  careful  of  his 
letters  than  even  his  personal  appear¬ 
ance  or  the  physical  condition  of  his 
home  or  office,  for  letters  speak  of  the 
heart  within  and  they  do  not  have  the 
advantage  of  a  smile  or  the  light  in  the 
eye  or  good  taste  in  clothes  or  furnish¬ 
ings  or  arrangements  to  help  us  put  our 
best  foot  forward.  But  this  very  disad¬ 
vantage  is  an  asset  to  him  who  feels  the 
magic  of  letters  and  who  knows  that  in 
each  one  a  bit  of  his  real  self  lies  re¬ 
corded  beyond  recall  or  change.  No 
charm  or  physical  presence,  no  smile  or 
expression,  and  no  attraction  of  person 


or  dress  are  there  to  color  or  soften 
careless  words  or  untidy  thoughts.  One’s 
very  self  is  on  the  record  for  always, 
maybe. 

While  letters,  except  for  correctness 
in  mechanics  and  good  taste  and  style, 
have  no  outward  dress  to  win  favor, 
when  made  genuine  with  a  heartfelt 
message  from  a  real  person  on  any 
subject  to  anybody,  they  do  have  won¬ 
derful  power  to  speak  radiantly  and  to 
quicken  the  mind  and  spirit  of  another. 
Letters  are  sacred  in  their  possibilities 
for  ourselves  and  others  and  we  should 
treat  them  so.  I  would  like  to  ask  you 
to  think  of  some  of  the  finest  letters 
that  you  have  ever  read.  I  am  remem¬ 
bering  at  the  moment  a  letter  from  a 
mountain  girl  whose  lonely  and  dilapi¬ 
dated  school  I  once  visited  on  top  of  a 
rocky  hill  with  scarcely  one  spot  for 
play  space.  I  was  there  to  tell  her 
teachers  that  the  state  couldn’t  approve 
this  school  because  its  meager  resources 
fell  so  far  below  the  standards.  This 
girl,  about  fourteen,  wrote  such  a  poig¬ 
nant  letter  of  appeal  to  the  editor  of  a 
national  magazine  that  it  was  published. 
Contrary  to  policy  and  out  of  a  clear 
sky,  from  every  corner  of  the  country, 
came  library  books  and  other  aids  to 
supplement  the  chicken  and  egg  money 
saved  by  the  children  and  their  parents 
so  that  their  school  would,  after  all, 
thrive  to  serve  that  community  so  far 
from  nowhere. 

Of  course  you  remember  when  our 
schools  collected  clothing  for  the  needy 
of  Europe  and  we  asked  particularly 
those  who  were  willing  to  insert  a  little 
note  of  greeting  and  friendship  to  the 
unknown  beneficiary  in  lands  of  want 
and  desolation.  I  happened  to  be  on 
both  ends  of  such  a  note  about  a  year 
and  a  half  apart;  that  is,  the  ends.  One 
of  thousands  of  our  Chattanoogans 
pinned  this  note  to  a  garment  which 
carried  her  message  of  friendliness  and 
good  will  with  a  spirit  of  love.  Months 
later,  a  report  was  published  in  a  Ger¬ 
man  paper  that  the  Chattanooga  super¬ 
intendent  of  schools  had  made  a  speech 
in  a  certain  German  city  and  that  his 
headquarters  was  in  another  city,  miles 
away.  Imagine  how  touched  I  was  to 
have  a  refugee  father  who  read  that 
notice  make  the  long  journey  to  my 


office  simply  that  he  might  tell  me  about 
this  gift  from  Chattanooga  at’  a  time 
when  his  family  was  in  the  direst  need. 
But  he  said  that  more  than  the  material 
gifts,  this  unusually  appealing  message 
telling  of  friendly  hearts  across  the  sea 
gave  the  whole  family  new  hope  and 
new  faith.  Because  I  was  a  real  person 
connecting  him  with  the  one  person  in 
America  who,  with  a  simple  note,  had 
become  a  vital  and  moving  spirit  in  his 
family,  he  had  traveled  so  far  to  ask 
me  “please”  to  get  the  message  back 
home  so  that  my  fellow  citizen  in  Chat¬ 
tanooga  might  know  what  her  beautiful 
letter  had  done  to  the  spirits  of  that 
family  which  had  lost  everything  except 
the  hope  which  her  magic  touch  in  a 
letter  had  renewed.  You  could  tell  these 
stories  too  and  I  could  tell  you  others 
of  what  letters  from  American  children 
have  meant  in  the  hearts  of  German 
children,  but  having  conditioned  my  feel¬ 
ings  to  the  task  at  hand  I  shall  now  try 
to  make  some  applications  more  speci¬ 
fically  pertinent  to  the  subject. 


Letters  have  marvelous  possibilities  in 
molding  good  public  relations  that  our 
schools  for  the  children  may  have  the 
necessary  understanding  and  support  to 
achieve  their  goals.  There  are  those 
special  occasions  and  special  people  of 
course,  when  we  take  particular  pains 
to  interpret  the  position  of  the  schools 
through  letters;  but  even  more  impor¬ 
tant,  as  I  see  it,  are  those  every  day 
opportunities  about  which  we  are  all 
too  often  careless.  The  person  who  is 
moving  with  his  children  as  a  new  citi¬ 
zen  to  your  town  and  who  writes  an 
advance  inquiry  for  information  about 
the  schools  never  forgets  when  someone 
who  cares  replies  in  the  spirit  of  a  new 
and  expectant  friend  who  wants  to  help 
and  who  can’t  help  but  give  a  word  of 
welcome  along  with  the  facts.  Such  a 
letter  properly  wins  faithful,  loyal 
friends  for  the  schools  and  the  results 
are  lasting. 

These  letters  of  complaint  are  sore 
points  and  some  of  them  are  just  plain 
ugly.  But  each  one  is  a  challenge  for 
a  reply  that  reflects  sincerity  and  great 
pains  to  interpret  the  schools.  One  can 
answer  such  letters  as  one  would  an¬ 
swer  the  letter  of  a  friend  and  even 
though  careful  consideration  and  thor¬ 
ough  investigation  don’t  invite  the 
changes  sought,  still  when  the  one  who 
complains  is  made  to  feel  that  his  case 
is  treated  sympathetically,  it  works 
wonders.  Sometimes  we  receive  those 
letters  seeking  special  privileges  for  one 
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or  a  few  children  which  not  all  children 
can  have  and  instinctively,  I  suppose, 
we  resent  the  spirit  of  the  writer.  Never¬ 
theless,  time  and  again,  with  tactful 
letters  which  reflect  conscientious  con¬ 
sideration  on  the  part  of  the  writer  and 
put  so  that  the  seeker  can  graciously 
bow  out,  we  can  say  "no”  and  make 
folks  like  it.  After  all,  in  the  course  of 
time,  letters  from  dissatisfied  people  add 
up  to  the  hundreds  and  thousands  until 
a  school  system  that  is  careless  can 
often  find  itself  with  the  poorest  of  pub¬ 
lic  relations.  Then,  too,  those  who  com¬ 
plain  and  object  and  criticize,  when 
they  are  won  over  with  the  magic  of 
good  letters  in  reply,  often  make  just  as 
much  noise  in  support  of  the  schools 
after  they  become  convinced  that  here 
they  find  understanding  hearts. 

When  our  citizens  write  letters  of 
inquiry  they  can  be  pleasantly  surprised 
by  receiving  in  return  a  letter  that  goes 
the  second  mile  in  giving  the  answers. 
Letters  of  application  offer  their  oppor¬ 
tunities  too.  Psychologically,  I  suppose, 
it  is  easy  to  have  the  feeling  that  per¬ 
sons  making  application  are  the  seekers 
of  favors  and  may  be  treated  accord¬ 
ingly.  It  does  not  hurt  to  recognize  the 
compliment  that  such  persons  pay  to  a 
school  system,  and,  if  they  are  unsuc¬ 
cessful  candidates,  to  have  them  feel 
always  that  they  were  appreciated  after 
all. 


We  must  never  forget  that  our  offices 
in  the  school  system  are  educational 
offices.  Our  letters,  of  all  letters,  must 
be  neat  and  accurate  and  well  com¬ 
posed.  Courtesy  should  never  be  lack¬ 
ing  and  the  result  of  promptness  in 
replying  is  a  great  asset.  Each  letter 
inviting  a  reply,  even  the  most  sense¬ 
less  and  annoying,  should  have  this 
treatment.  To  answ’er  the  inquiries  of 
children  is  certainly  one  of  the  most 
delightful  of  experiences.  In  fact  it  is 
so  much  fun  in  itself  that  the  unusual 
rewards  in  public  relations  shouldn’t  be 
counted.  Teachers,  too  and  of  course, 
should  have  particular  consideration 
given  their  letters.  It  is  hard  for  them 
to  meet  the  public  day  after  day  with 
confidence  and  faith  in  their  school  sys¬ 
tem,  always  interpreting  and  winning 
understanding,  if  they  feel  that  their 
interests  and  concerns  are  not  made 
questions  of  first  importance  by  the 
office. 


GINN  AND 
COMPANY 

L textbooks  of  k 
distinction 


POR  the  many  courtesies  you  have  shown 
*  to  our  representatives,  our  hearty  thanks. 
School  Secretaries! 


Boston  17 
New  York  11 
Chicago  16 
Atlanta  3 
Dallas  1 
Columbus  16 
San  Francisco  3 
Toronto  5 


All  of  US  at  Ginn  and  Company  sincerely 
hope  that  the  school  year  just  beginning 
will  be  a  most  happy  and  successful  one 
for  each  of  you. 


You  may  rest  assured  that  we  shall  always 
do  our  level  best  to  cooperate  with  you  in 
every  way. 


I  know  some  really  great  school  sec¬ 
retaries.  I  shall  never  forget  that  one, 
still  alert  after  the  death  of  the  boss 
whose  public  relations  were  in  good 
hands  back  on  earth,  for  his  secretary 
kept  writing  his  friends  and  fellow- 
workers  and  passing  on  his  last  thoughts 
about  them;  I  know,  I  got  one  of  the 
letters,  and  it  is  a  treasure  to  read  and 
think  about  the  lEUst  things  he  remem¬ 
bered  about  me  and  our  plans  together 
before  he  passed  on.  What  makes  this 
letter  most  significant  is  that  there  were 
many  closer  to  this  man  than  I,  for  he 
served  education  on  a  national  scale,  but 
I  was  one  of  his  clientele  and  the  school 
secretary  let  me  know  how  much  he 
valued  me  though  he  was  gone. 

You  see,  I  believe  in  letters  in  all  of 
their  aspects  and  for  public  relations 
value  under  the  touch  of  a  master  sec¬ 
retary  they  are  indispensable  instru¬ 
mentalities  for  good  will  and  good  work. 


What  do  you  know  about .  .  . 

THE  NESBITT  SYNCRETIZER 


Slime  (lay  you  may  lie  asked  that  i|iies- 
tlon.  You  may  have  heard  that  it  is  the  unit 
ventilator  that  sets  a  new  standard  of  class¬ 
room  eomf  ii't.  Hut,  ein  you  tell  why  ;'  .  .  . 
huwt  .  .  .  with  what  exeliisivu  advantaKes'; 
Ilo  you  know  Nesidtt’s  ttreat  eontrihntion  to 
sehoolroom  health  and  eiimfort I.earn  all 
ahout  “Syneieiized  .\lr”—  It's  an  interestini; 
facet  of  Ainericin  education.  Send  tor 
ruldicatioii  I’.'iS  (free,  of  course). 


JOHN  J.  NESBITT,  Inc 


Made  by 


state  Rd.  &  Rhawn  St.,  Philadelphia  36,  Pa. 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


TO  SCRIBE  OR  TO  TRANSCRIBE 

N.  D.  McCombs 
Superintendent  of  Schools 
Des  Moines.  Iowa. 


It  is  usually  an  accepted  fact  that  any 
school  secretary  who  presides  over  the 
“outer  office”  is,  by  virtue  of  the  loca¬ 
tion,  foreordained  to  set  up  business  at 
the  crossroads  of  the  entire  school  sys¬ 
tem.  For  into  that  sanctum  come 
strangers  and  friends,  joy-dispensers  and 
gripers,  the  gracious  and  the  caustic, 
the  old  and  the  young.  Through  the 
doorway  pass  teachers  and  pupils,  tax¬ 
payers  and  squatters,  colored  and  white, 
wealth  and  poverty,  brains  and  brawn. 

Into  the  secretary’s  available  ear 
questions  and  suggestions,  requests  and 
ultimatums,  recriminations  and  epithets, 
infiltrate  their  dire  or  their  pleasant 
implications  until  she  wonders  some¬ 
times  what  to  do  with  the  vast  amount 
of  information,  gossip,  and  miscellany 
.she  acquires  in  the  course  of  the  year. 

The  secretary  usually  knows  when 
the  custodian’s  wife  is  in  the  hospital; 
when  the  little  stenographer’s  beau  has 
been  called  in  the  draft;  when  financial 
worries  threaten  to  lay  low  some  staff 
member  or  his  family.  She  learns  to 
interpret  moods  and  to  construe  the 
apparently  distressed  efforts  of  some 
visibly  upset  fellow  worker. 

The  experienced  office  worker  finds 
that  what  she  hears,  more  or  less  files 
itself  away  into  the  recesses  of  her  mind 
until  the  time  comes  when  she  needs  the 
specific  ideas  for  definite  use. 

It  is  easy,  then,  to  understand  that  a 
secretary,  by  the  very  nature  of  her 
position,  is  almost  always  conscious  of 
the  undercurrent  of  feeling  in  the  staff 
or  in  the  community;  of  the  trends  of 
thought  regarding  the  general  status  of 
education;  of  the  emotional  strains  that 
exist  among  individuals  whether  they 
be  school  personnel  or  patrons  of  the 
district. 


With  all  this  fortuitous  background,  ' 
combined  with  judgment  and  tact,  the 
secretary  is  able  to  formulate  from  her 
store  of  information  numerous  state¬ 
ments,  ideas,  suggestions,  and  remarks 
w’hich  she  passes  on  to  her  immediate 
superior  as  occasions  arise.  We  do  not 
mean  office  gossip,  small  talk  or  whis¬ 
pering  campaigns.  We  do  mean  the 
significant  knowledge  that  explains  be¬ 
havior,  that  may  be  the  key  to  an  ap¬ 
parent  slump  in  work,  or  to  a  difficult 
personality  adjustment. 

The  Superintendent  is  unable,  by  him¬ 
self,  to  obtain  sufficient  personal  knowl¬ 
edge  of  his  school  “family”  to  make 
wholly  adequate  judgments  concerning 
them  or  their  reactions.  He  must  rely 
upon  both  his  immediate  associates  and 
those  who  know  the  individuals  at  work, 
at  play,  at  home,  at  church,  as  well  as 
under  other  diverse  situations.  The 
secretary  has  a  preferred  spot  in  so  far 
as  hearing  what  the  group  says  about 
school  affairs,  what  those  who  are  em¬ 
ployed  to  implement  the  work  are  dis¬ 
cussing,  and  what  the  public  that  pays 
the  bills  talks  about.  Those  in  authority 
should  not  discount  the  secretary’s  ac¬ 
cumulated  knowledge  of  the  state  of  the 
district,  but  should  make  use  of  the 
information  as  often  as  is  feasible. 

This  understanding  of  the  general 
educational  pattern  by  the  secretary  is 
invaluable  when  the  need  for  written 
publicity  arises  for  she  should  be  able 
to  scribe  as  well  as  transcribe.  Take, 
for  instance,  the  necessity  of  acquaint¬ 
ing  the  public  with  school  needs  when 
a  bond  issue  is  to  be  floated.  The  secre¬ 
tary  has  heard  much  public  discussion 
about  the  "expensive”  buildings  already 
erected,  as  well  as  questions  about  why 
we  need  another  school  when  some  of 
those  now  in  existence  aren’t  even  paid 
for!  The  publicity  to  be  distributed  may 
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well  include  definite  answers  to  such 
remarks  reported  by  the  secretary  to 
her  boss. 

Perhaps  a  paragraph  in  a  communica¬ 
tion  sent  out  from  the  central  office  to 
teachers  may  have  had  its  origin  in 
some  statement  made  by  the  secretary 
after  she  had  heard  a  discussion  by  a 
group  of  educators.  The  theme  of  a 
report  may  have  been  suggested  by  the 
secretary’s  appreciative  remarks  about 
some  phase  of  school  work  involving 
public  relations.  A  folder  sent  out  to 
all  parents  at  the  beginning  of  school 
might,  conceivably,  have  been  inspired 
by  something  the  secretary  told  the 
Superintendent  she  had  heard  teachers 
say  about  how  much  parents  need  to  be 
informed  on  certain  school  items. 

I  know'  of  a  Superintendent  who  al- 
w'ays  asks  his  secretary  to  give  him  a 
push-off  when  he  writes  a  speech  or  an 
article.  She  gets  ready  three  or  four 
opening  paragraphs  attempting  to  con¬ 
coct  some  type  of  an  introduction  to  the 
subject  which  will  allow'  him  to  ease 
logically  into  the  manuscript  that  fol¬ 
low's.  He  says  that  he  alw'ays  has  diffi¬ 
culty  getting  off  to  a  good  start  and 
that  having  several  approaches  fur¬ 
nished  to  him  helps  materially  in  giving 
him  a  point  of  departure. 

Many  Superintendents  have  their  sec¬ 
retaries  do  research  work  for  them 
when  they  contemplate  preparation  of 
articles  on  topics  requiring  such  ex¬ 
tended  study.  School  executives  fre¬ 
quently  ask  their  secretaries  to  get 
ready  rough  drafts  of  articles  on  special 
subjects,  thus  eliminating  much  of  the 
preliminary  detail  they  would  otherwise 
have  to  do  themselves.  Thus  secretaries 
are  often  able  to  assist  with  the  actual 
WTiting  processes  that  form  a  time-ab¬ 
sorbing  part  of  the  Superintendent’s 
duties. 


In  order  to  accomplish  these  services, 
the  secretary  must  frequently  be  absent 
from  her  office,  going  to  libraries,  ex¬ 
ploring  the  archives,  interviewing  indi¬ 
viduals,  and  even  visiting  schoolrooms 
in  her  diligent  pursuit  of  materials  for 
the  Superintendent’s  use. 

Furthermore,  the  use  of  a  secretary’s 
fund  of  information  about  schools  should 
be  utilized  in  accordance  with  a  prin¬ 
ciple  of  education  which  infers  that  one 
can  write  and  speak  on  a  subject  in 
proportion  to  the  amount  of  interest 
and  know'ledge  he  possesses  on  that 
topic.  The  secretary,  then,  could  be 
expected  to  submit  written  materials,  as 
w'ell,  on  educational  subjects  when 
called  upon  to  do  so.  She  would  be  the 
first  to  say  w’hether  or  not  she  knows 
enough  about  the  topic  under  considera¬ 
tion  to  make  her  contribution  worth¬ 
while.  She  could,  at  least,  submit  what 
she  knows,  for  such  a  statement  might 
contain  a  most  significant  and  usable 
idea,  brief  though  it  may  prove  to  be. 

The  extra  services  furnished  by  a 
secretary  may  well  include  the  writing 
of  items  on  education  as  it  concerns 
whatever  aspects  of  the  subject  are 
most  familiar  to  her.  In  case  her  pro¬ 
ductions  are  not  used  verbatim,  the 
ideas  resulting  from  her  close  associa¬ 
tion  with  school  personnel  and  the  pub¬ 
lic  will,  many  times,  open  new  vistas, 
present  new  profiles,  or  suggest  new 
approaches  to  an  understanding  of  the 
most  important  business  in  the  country, 
the  public  schools. 

Superintendents  are  urged  to  utilize 
all  available  facilities  to  help  dissemi¬ 
nate  information  about  the  schools  to 
the  public.  If  secretaries  are  not  “avail¬ 
able  facilities’’  we  should  revamp  our 
conception  of  the  job. 
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THE  FIRST  NAME  IN  TYPEWRITERS 


C. SAVES  TIME,  ENERGY  FOR  SECRETARIES 


new  typing  ease  and  performance  such  as  you 
have  never  known  before. 


Secretaries  will  take  to  this  new  typewriter  like 
ducks  to  water— and  no  wonder! 

•  Tempo-Touch  ActionI  This  new  principle  de¬ 
signed  to  save  time  speeds  typebars  to  printing 
point— permits  faster  typing.  The  Super-riter 
truly  responds  to  the  touch  and  rhythm  of  the 
individual  operator. 

•  Super-Plus  ValuesI  The  Super-riter  has  every¬ 
thing  for  easier,  faster,  better  typing:  exclu¬ 
sive  Finger-fitted  Keys,  a  longer  writing  line, 
exclusive  one-key  Keyboard  Margin  Control, 
exclusive  Perfect  Positioning  Centering  scale, 
new  type  3-position  paper  bail,  exclusive  Page 
End-i-cator,  So  start  typing  on  the  new  Rem¬ 
ington  Super-riter  today— you  will  thrill  to  a 
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^  Please  send  me'a  free  copy  of  R-8406  describ- 
1  ing  the  superb  .new  Remington  Super-riter. 
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THE  PREPARATION  OF  MATERIAL  FOR  PUBLICATION 

Eona  De  Vere 

Division  of  Curriculum  Development 
Chicago  Board  of  Education 


As  an  educational  leader,  the  school 
administrator  is  often  called  upon  to 
write  papers  for  monographs,  confer¬ 
ence  reports,  professional  journals  and 
magazines.  Daily  he  finds  it  necessary 
to  publish  bulletins  and  various  direc¬ 
tives  within  the  school  or  district  under 
his  jurisdiction.  The  secretary  who  is 
skillful  in  preparing  material  for  pub¬ 
lication  plays  a  most  important  role  in 
the  efficient  conduct  of  school  affairs. 

Items  for  school  bulletins  may  have 
to  be  compiled  on  the  basis  of  dictation 
or  brief  notes  from  the  administrator. 
With  nothing  to  guide  her  but  the  facts 
in  hand,  the  secretary  must  then  write 
the  bulletin  articles,  paying  close  at¬ 
tention  to  the  emphasis  or  subordination 
of  ideas,  clarity  of  expression,  and  cor¬ 
rect  English  usage.  Such  an  order  seems 
uncomplicated,  its  mastery  simple;  but 
the  task  demands  more  thought  and 
care  than  is  often  given  to  it  as  scores 
of  ineffectual  school  bulletins  would  tend 
to  indicate.  Even  when  the  principal 
or  superintendent  himself  writes  a  bul¬ 
letin  in  full,  the  secretary  trained  in 
editing  will  prove  herself  indispensable 
if  she  will  double-check  the  manuscript 
for  accuracy  in  usage  and  will  be  ready 
to  offer  suggestions  if  her  advice  in  the 
preparation  of  the  material  is  sought. 

In  most  instances,  the  editors  of  con¬ 
ference  reports  and  professional  mono¬ 
graphs  provide  detailed  instructions  for 
the  preparation  of  material  to  be  pub¬ 
lished,  specifying  the  general  style,  the 
length,  the  page  format,  the  arrange¬ 
ment  of  footnotes  and  bibliography.  For 
instance,  the  editor  of  the  published 
report  of  papers  read  at  an  annual  edu¬ 
cational  conference  sponsored  by  a  lead¬ 
ing  university  stipulates  the  number  of 
typed  spaces  in  each  line  as  well  as  the 
number  of  lines  on  each  page,  and  indi¬ 
cates  on  a  sample  page  of  copy  the 
precise  placement  of  footnote  references. 
The  secretary  charged  with  the  execu¬ 
tion  of  such  a  conference  assignment 
need  only  follow  directions  with  meti¬ 
culous  care. 

The  content  and  format  of  manu¬ 
scripts  to  be  written  for  educational 
journals  and  other  periodicals  may  be 
left  entirely  to  the  discretion  of  the 
author.  Unless  otherwise  directed  by 


those  in  charge  of  publication,  the  sec¬ 
retary  would  do  well  to  follow  certain 
rules : 

1.  Type  and  double-space  all  copy. 

2.  In  the  upper  left  corner  of  the 
first  page,  enter  the  name,  title, 
and  address  of  the  author;  in  the 
upper  right  corner,  the  approxi¬ 
mate  number  of  words  contained 
in  the  article. 

3.  Center  the  title  of  the  manuscript 
in  capital  letters  about  an  inch 
and  a  half  from  the  top  of  the 
first  page. 

4.  Use  top  center  pagination,  Arabic 
numerals,  beginning  with  the  sec¬ 
ond  page. 

5.  Leave  wide  margins  - at  least  an 
inch — and  calculate  accurately, 
before  beginning  to  type  a  page, 
the  amount  of  space  needed  at 
the  bottom  for  footnotes. 

6.  Indent  the  first  line  of  each  para¬ 
graph  according  to  a  consistent 
pattern  of  spacing. 

7.  If  a  paragraph  or  more  of  quoted 
material  is  used,  indent  the  whole 
of  the  quoted  passage  and  enclose 
with  quotation  marks. 

8.  Indicate  a  footnote  by  placing  a 
corresponding  Arabic  numeral  at 
the  close  (upper  right)  of  the 
statement  requiring  the  reference 
note. 

9.  Number  footnotes  consecutively 
throughout  the  manuscript,  or 
begin  the  footnotes  on  each  page 
with  numeral  one. 

10.  Enter  footnote  references  to  pub¬ 
lished  data  as  follows: 

*  Overstreet,  H.  A.  The  Mature 
Mind.  New  York:  W.  W.  Norton 
and  Company,  Inc.,  1949,  pp.  35-6. 
’American  Association  of  School 
Administrators.  Public  Relations 
for  America’s  Schools.  Twenty- 
Eighth  Yearbook.  Washington,  D. 
C. :  the  Association,  a  department 
of  the  National  Education  Asso¬ 
ciation,  1950.  Chapter  rv,  “The 
Superintendent  in  the  Public  Re- 
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lations  Program,”  pp.  125-154. 

*  Karber,  J.  F.  “The  Time  to  Re¬ 
organize.  Illinois  Education, 
XXXV  (January,  1947),  146-7, 

11.  In  the  body  of  the  article,  in  foot¬ 
notes,  and  in  bibliography,  under¬ 
line  titles  of  books,  periodicals, 
monographs,  annual  reports, 
newspapers;  enclose  the  titles  of 
articles  with  quotation  marks. 

12.  List  items  in  a  bibliography  al¬ 
phabetically  according  to  the  last 
names  of  authors. 

13.  If  pictures  are  included,  keep 
them  separate  from  the  manu¬ 
script,  but  label  each  on  the  back 
with  its  caption  or  story  and  the 
page  in  the  manuscript  it  illus¬ 
trates. 

14.  If  the  manuscript  is  bulky,  post 
without  folding. 

To  supplement  the  foregoing  sugges¬ 
tions  and  perhaps  to  modify  them  ac¬ 
cording  to  a  particular  need,  the  secre¬ 
tary  may  arm  herself  with  one  of  the 
handbooks  provided  for  their  graduate 
students  by  most  universities,  hand¬ 
books  used  in  the  writing  of  theses.  A 
study,  too,  of  the  magazine  or  journal 
for  which  a  given  manuscript  is  being 
written  will  serve  as  an  excellent  guide, 
each  publication  having  its  distinctive 
characteristics  and  favoring  its  own 
editorial  practices.  A  proofreader’s 
handbook  will  also  be  helpful  for  quick 
reference.  Many  of  the  large  city  dailies 
require  nothing  more  than  a  polite  re¬ 
quest  for  an  abridged  guide  to  proof¬ 
reading. 

Within  comfortable  reach  on  her  desk, 
the  secretary  to  the  school  executive 
should  have  such  invaluable  aids  as  a 
handbook  of  English  usage,  a  thesaurus 
of  English  words  and  phrases,  and  a 
book  of  synonyms.  A  good  unabridged 
dictionary,  of  course,  still  offers  in  a 
single  volume  the  most  in  the  way  of 
practical  assistance  to  the  writer  and 
copy-reader. 

So  far  in  this  discussion  the  secretary 
has  been  considered  solely  in  the  light 


of  her  duties  as  assistant  editor  and  as 
typist  of  material  to  be  published.  Valu¬ 
able  beyond  estimate  must  be  the  secre¬ 
tary  who  is  capable,  not  only  of  editing 
a  manuscript,  but  of  assuming,  on  oc¬ 
casion,  the  responsibility  of  organizing 
the  results  of  the  busy  administrator’s 
research  and  of  bringing,  through  the 
actual  production  of  the  manuscript  in 
its  final  form,  unity  and  coherence  to 
hastily  dictated  ideas,  points  of  view, 
and  methods  of  approach.  The  secre¬ 
tary,  to  work  thus  in  cooperation  and 
in  editorial  harmony  with  an  educa¬ 
tional  leader,  must  follow  a  course  of 
continual  progress.  She  must  keep  in¬ 
formed  about  school  matters,  new  forces 
in  education,  the  changing  pattern  of 
educational  thought,  and  improved  aids 
to  instruction.  By  so  doing,  she  will  go 
far  beyond  the  line  of  mere  duty,  but  the 
exceptional  individual  in  any  field  of 
work  always  does.  Furthermore,  the 
energetic,  imaginative,  creative  mind 
will  transform  any  major  task  into  a 
means  of  achieving  personal  growth  and 
satisfaction.  Distinction  among  one’s 
co-workers  is  commensurate  with  that 
growth. 

The  school  secretary  more  than  any 
other  individual  in  the  school,  with  the 
exception  of  the  administrator  himself, 
has  her  finger  on  the  center  of  the  edu¬ 
cational  life  of  the  community.  She 
meets,  converses  with,  and  frequently 
assists  parents,  pupils,  teachers,  civic 
leaders,  and  distinguished  members  of 
the  school  world.  She  is  in  a  position 
to  know  all  the  problems  and  most  of 
the  available  answers.  If  she  remains 
on  her  intellectual  toes  and  becomes 
skillful  in  preparing  material  for  publi¬ 
cation,  she  can  easily  embrace  a  writing 
career  of  her  own.  “’The  school  through 
the  eyes  of  its  secretary”  would  prove 
a  rewarding  theme  in  any  magazine  in¬ 
terested  in  the  practical,  down-to-earth 
aspect  of  education.  Meanwhile,  the 
secretary  can  get  her  authorship  train¬ 
ing  and  at  the  same  time  yield  rich  re¬ 
turns  to  her  school  executive  by  pre¬ 
paring  with  skill,  neatness,  and  profes¬ 
sional  insight  materials  as  directed  for 
publication. 
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Today,  school  cafeteria  buyers  have 
found  that  good  food  costs  less, 
especially  in  feeding  children  and 
teenagers.  There  is  no  waste  in  serv¬ 
ing  food  of  the  same  fine  quality 
that  is  featured  in  the  leading  ho¬ 
tels  and  restaurants.  There  is  no 
extra  cost  for  the  assurance  gained 
by  serving  food  of  the  same  purity 
as  that  served  by  the  most  exacting 
hospitaL  # 


Sexton  foods  are  prepared  exclu¬ 
sively  for  those  who  serve  many 
people  each  day.  This  specialization 
makes  dealing  at  Sexton's  pleasant, 
convenient  and  satisfying.  Sixty- 
three  years  of  dependable  service 
are  bark  of  every  purchase. 

A  Sexton  salesman  calls  in  your 
town  at  least  every  other  week.  If 
he  has  not  been  in  to  see  you, 
please  drop  us  a  card  and  we  wiU 
have  him  calL 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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desserts,  there’s  nothing  like  Sexton 
gelatine  dessert  ...  or  Sexton  chocolate  dessert.  So  easily 
prepared!  So  many  delightful  ways  to  serve  them  .  .  .  each 
one  smooth,  flavorful,  alluring  to  the  eye.  Wholesome  and 
delicious  for  young  and  old.  Serve  them  often. 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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SEND  YOUR  PERSONALITY  VISITING  BY  MAIL 

Mils  Jo  Wilcox 
Eaton  Paper  Corporation 
Pittsfield,  Massachusetts 

Letters  are  wonderful  things.  The  home  .  .  .  where,  without  doubt,  the 


stamp  you  add  to  the  envelope  is  the 
"magic  carpet”  that  carries  your 
thoughts,  your  personality,  your  senti¬ 
ments  across  space  and  time  to  exactly 
the  person  you  want  to  talk  with.  All 
with  privacy,  speed  and  the  wonderful 
warmth  that  can  be  conveyed  by  the 
written  word. 

It’s  not  attractive  to  brag  “I’m  a  ter¬ 
rible  letter  writer.”  This  is  like  saying 
“I  don’t  know  how  to  talk  to  my  friends. 

...  I  really  don’t  have  an  idea  in  my 
head  and  nothing  ever  happens  to  me. 
Besides,  I  don’t  like  people.” 

Perhaps  those  who  get  “writer’s 
cramp”  when  they  start  letters  have 
still  to  learn  how'  easy  it  is  to  send 
their  personalities  by  mail.  Letters  are 
extensions  of  your  personality.  'They 
can  be  as  personal  as  the  tone  of  your 
voice,  the  clothes  you  wear. 

Not  so  long  ago  we  were  taught  so 
many  do’s  and  don’ts  concerning  per¬ 
sonal  letters  that  everyone’s  letters  read 
alike — stereotyped  and  dull.  Naturalness 
is  the  rule  today.  Only  through  natural¬ 
ness  does  your  charm  and  individuality 
emerge.  Remember,  as  you  write,  that 
you’re  not  expected  to  compose  an 
essay:  you’re  chatting  wdth  a  friend. 
The  pauses  of  suspense,  voice  tcme 
stressing  emphasis,  all  the  mannerisms 
of  speech  that  are  you  can  be  conveyed 
in  your  letter  by  your  every-day  words 
and  the  help  of  underlines,  dashes,  ex¬ 
clamation  points.  Punctuation  can  ex¬ 
press  interest  and  enthusiasm,  strike 
.sparks  that  make  your  letters  come 
alive.  When  writing  informal  letters 
you  may  forsake  without  a  qualm  the 
rules  that  forbid  you  to  begin  a  letter 
with  “I.”  or  underline  a  word.  Be 
guided  by  the  natural  courtesy  and 
thoughtfulness  you  show  friends  or  ac¬ 
quaintances  when  they  visit  in  your 


“I’s”  and  the  “you’s”  are  equal  in  your 
conversation. 

You  are  the  master  of  your  pen,  and 
the  topics  you  write  about  are  the  pic¬ 
tures  you  send.  The  wise  woman  knows 
that  the  details  of  her  newest  fashion 
discoveries  are  of  interest  to  friend  Jane, 
but  she  knows  better  than  to  write  stuff 
like  that  to  that  “grand  guy”  in  Mil¬ 
waukee.  Everything  about  you  is  of 
interest  to  someone.  Be  sure  you  pick 
the  right  someone! 

It’s  a  rare  personality  who  doesn’t 
occasionally  feel  the  urge  to  go  moanin’ 
low  on  someone’s  shoulder.  It’s  good 
psychology  to  get  rid  of  the  feeling  by 
writing  a  letter  but  be  sure  you  address 
it  to  yourself  and  consign  it  to  the 
wastebasket  when  you’ve  reread  your 
woes.  You’ll  be  bored  with  them  your¬ 
self,  by  that  time.  Friends  like  us  best 
with  the  sunny  side  up. 

Put  your  best  pen  forward  and  let 
the  words  flow  as  they  may.  If  you 
stop  to  think  too  long  about  what  you 
have  to  say,  chances  are  that  you’ll  tie 
the  whole  thing  up  in  a  neat  but  color¬ 
less  sentence.  Don’t  be  a  word  miser, 
someone  might  think  you’re  also  being 
stingy  with  the  paper!  As  you’d  say  it, 
write  it. 

If  you  feel  the  urge  to  write,  even 
hough  it’s  not  your  turn,  write.  Un¬ 
expected  letters  are  often  the  best  and 
the  very  spontaneity  of  your  letter  will 
be  received  with  added  delight  for  your 
thoughtfulness. 

Your  Letter  Paper  Is  Showing! 

There’s  no  doubt  about  it — writing 
paper  talks  about  you  between  your 
lines.  For  letters  are  like  mirrors  and 
the  papers  you  use  reflect  your  taste. 
When  it  comes  to  choosing  your  per¬ 
sonal  stationery  you’ll  find  that  design- 
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ers  and  manufacturers  of  fine  letter 
papers  offer  a  huge  variety  of  personal 
letter  and  note  papers  that  are  in  dis¬ 
tinctive  good  taste.  Today  you  can  shop 
for  letter  paper  as  you  do  for  fashion 
accessories  or  home  appointments, 
choosing  them  to  complement  your  per¬ 
sonality,  indulge  your  mood  or  whim, 
add  charm  to  your  written  words.  Be 
tailored,  be  all-out  feminine,  be  whim¬ 
sical  but  be  sure  your  paper  suits  you 
and  the  letter-writing  occasion. 

Does  some  color  suit  you  marvelously 
well?  Then  why  not  choose  it  for  your 
informal  writing  paper?  Palest  pink  to 
bring  out  your  “little  shepherdess”  qual¬ 
ity  (which  sometimes  escapes  people 
because  you’re  so  efficient  at  the  office!). 
Or  a  muted  aquamarine — a  reminder  of 
the  family  jewel  you  always  wear. 

There  are  letter  papers  with  favorite 
flowers  like  a  gay  corsage  in  one 
corner;  dainty  hand-brushed  borders; 
tailored  deckled  edges;  envelopes  with 
or  without  plain  or  prettily  decorated 
linings.  And  for  those  of  you  who  pre¬ 
fer  to  write  informal  social  letters  on 
the  typewriter  there  are  special  papers 
-  tinted,  personal  in  size  and  texture, 
yet  perfect  for  typewriting  (and  eras¬ 
ures!).  You  know,  of  course,  that  there’s 
no  taboo  today,  on  typewriting  letters  to 
friends.  Choose  single  sheet  letter  paper 
styles  for  these.  Of  course  you  wouldn’t 
think  of  ending  a  typewritten  letter  ex¬ 
cept  with  your  handwritten  signature. 

Shun  the  deeper  shades  of  paper  and 
the  garishly  printed  papers  as  you  would 
too  much  makeup.  They  overwhelm 
rather  than  enhance  your  written  words. 
Paper  and  envelopes  should  be  as  taste¬ 
ful  together  as  the  accessories  you 
choose  to  go  with  your  clothes.  But  if 
you  like  severely  plain  white  paper  best 

use  it  as  an  expression  of  your  taste. 
It’s  always  correct,  of  course,  and  a 
must  for  formal  correspondence  and 
some  special  letters  such  as  messages 
of  condolence. 

Use  your  sense  of  proportion,  too,  in 
choosing  writing  paper.  If  your  writing 


is  bold,  a  large  size  is  for  you.  A  dainty 
hand  looks  better  on  a  smaller  letter 
page. 

A  great  help  in  becoming  a  person- 
ality-by-mail  is  to  choose  a  letter  paper 
that  looks  just  like  you  and  to  use  it 
always.  This  is  possible  because  fine 
papers  are  available  from  Open  Stock 
so  that  matching  paper  and  envelopes 
can  be  bought  when  you  need  more  of 
either. 

The  Gracious  You 

In  this  hurry-scurry  w’orld  your 
friends  will  doubly  appreciate  your 
graciousness  when  you  write  your  own 
Christmas,  birthday,  anniversary  and 
“yet-well”  messages.  Even  if  you  write 
no  more  than  “wishing  you  a  wonderful 
Christmas”  or  “thinking  of  you  on  your 
birthday”  and  sign  your  name,  this  con¬ 
veys  thoughtfulness  and  sincerity  to  the 
recipient  of  your  message. 

Papers  in  note  size  are  many  in  de¬ 
sign  and  use.  Usually  folded  at  the  top, 
they  fit  without  further  folding  into 
their  envelopes.  Note  papers  with  the 
first  page  tastefully  decorated,  for  in¬ 
stance  with  flowers,  add  a  festive  air 
to  your  informal  party  invitations,  birth¬ 
day  wishes,  and  oh,  how  much  cheer 
they  add  to  ‘‘get-well”  notes. 

Decorated  notes  are  also  excellent  to 
use  as  gift  enclosures.  (With  your  own 
best  wishes  of  course!)  For  longer 
notes,  such  as  “thank  you’s,”  you  can 
choose  a  note  paper  that  is  plain, 
bordered  or  has  a  small  design  on  the 
first  page.  Lucky  you  if  you  have  your 
own  monogram  engraved  on  your  favor¬ 
ite  paper — nothing,  of  course,  could  be 
more  personal. 

Whether  your  letters  begin  “Dearest 
Mary”  or  “Hi  Bill,”  end  with  “Love”  or 

“All  the  best  from  - ”  your  letter 

written  with  ease  that  stems  from 
naturalness  and  on  a  letter  paper  that 
looks  like  you  will  convey  your  individ¬ 
uality  and  charm.  Such  letters  are  fun 
to  write  and  fun  to  receive.  So  let  your¬ 
self  go  and  write  soon,  won’t  you? 
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Mk.WeATHIUV... 
TNI  UNDERWOOP 
AU'ELECTRIO 
IS  HEREt 


MR.  SMITH... 

THE  UNPERWDOP  ALL-ELECTRIC 
IS  HERE ! 


^  MCEIVINO  Df.AtTMiNT 

.  ME.  OUINIY  -  OmCI  MOE. 

Mr.  Appisby 

th«  Undsrivood  AH-EIcctric 

is  her*!  x 

Mr  IVilloughby... 

Me  Un<Urwoo<f  A//-£/*cMc 
/sAere/ 

Every  key  responds  electrically  to 
your  lightest  touch. 

You’ll  be  surprised  .  .  .  and  your 
boss  will  be  delighted... at  the  per¬ 
fection  of  work  you  attain.  All  im¬ 
pressions  uniform.  Characters  per¬ 
fectly  spaced  and  aligned.  All  car¬ 
bons  clear,  neat,  legible.  Every 
letter . . .  better! 

Until  you’ve  tried  an  Underwood 
All  Electric  you  cannot  imagine 

IfMermoff...  t 


how  wonderfully  easy  and  clear-cut 
typewriting  can  be. 

Telephone  your  local  Underwood 
representative  for  a  demonstration 
. . .  right  now! 

Underwood  Corporation 

Typewriters  •  .  .  .  Adding  Machines 

Accounting  Machines  •  .  •  .  Carbon  Paper 
Ribbons  and  other  Supplies 
One  Park  Avenue  New  York  16,  N.  Y. 

Underwood  Ltd. 

1)5  Victoria  St.,  Toronto  -  i 

5We<  and  Sttrict  Everywhere 

YPEWRITER  LEADER  OF  THE  WORLD 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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COMMITTEE 

NOTES 

-  -  I 

I  and  miscellany 


ADVISORY  COUNCIL 

On  July  8,  ipSO.  the  Advisory  Council, 
made  up  of  representatives  from  affili¬ 
ated  groups,  met  in  an  all  day  session 
at  Chicago. 

Twenty-two  states  were  represented 
by  the  forty-two  members  in  attend¬ 
ance.  Many  helpful  suggestions  were 
made  to  the  Executive  Board  by  the 
Advisory  Council,  which  is  the  policy 
making  group  for  the  National  Associa¬ 
tion  of  School  Secretaries.  Plans  for  the 
coming  year  were  formulated,  speakers 
for  national  meetings  were  recom¬ 
mended,  and  several  problems  of  com¬ 
mon  interest  to  the  entire  membership 
were  discussed. 


AFFILIATION 

October  first  is  the  date  for  paying 
affiliation  dues  to  the  National  Associa¬ 
tion  of  School  Secretaries! 

Fifty-two  local  and  state  associations 
were  affiliated  with  the  National  Asso¬ 
ciation  during  1949-50. 

Why  affiliate?  Eleanor  Dearden  Mc- 
Commons,  Junior  Past  President  of  the 
National  Association  of  School  Secre¬ 
taries,  stated  in  1943: 

“Unity  is  essential  if  the  profes¬ 
sional  status  of  our  group  is  to  be 
assured  for  the  future.  Unity,  as  the 
word  implies,  means  a  close  correla¬ 
tion  of  effort,  not  only  among  secre¬ 
taries  within  an  association  but 
among  the  various  groups  of  secre¬ 
taries  in  local  and  state  associations. 

To  achieve  this,  it  is  necessary  that 
close  contacts  be  maintained.  Accom¬ 
plishment  of  this  objective  is  through 
the  medium  of  affiliation  of  the  local 
and  state  associations  with  the  Na¬ 
tional  Association  of  School  Secre¬ 
taries.’’ 

Today,  seven  years  later,  “Unity”  is 
even  more  important!  Send  In  your 
affiliation  fee  today. 


Groups  affilia!ted  for  1950-51 

Iowa  Association  of  School  Secre¬ 
taries 

Arkansas  Association  of  School  Sec¬ 
retaries 

Little  Rock  Association  of  School 
Secretaries 

Administrative  Classified  Service 
Association  ( Los  Angeles ) 

Ora  S.  Dolsen, 
Chairman, 

Affiliation  and 
Advisory  Council 


ELECTIONS 

“We  have  members  who  have  action, 
action,  action!”  we  sang  at  the  Institute. 
So  let’s  have  some  action  in  selecting 
our  officers  as  we  go  along.  Your  Com¬ 
mittee  on  Elections  has  a  ballot  to  pre¬ 
pare  each  year.  We  have  the  best  Presi¬ 
dent  we  could  possibly  have  and  some 
good  officers  to  match,  but  please  bear 
in  mind  that  we  want  to  continue  care¬ 
ful  selection  of  each  officer  of  our  Asso¬ 
ciation  so  that  we  will  always  have  the 
interested  and  enthusiastic  workers  we 
now  have  and  have  had  in  the  past.  If 
you  know  somebody  who  works  whole¬ 
heartedly  for  your  State  or  Local  and  is 
interested  in  the  National,  wouldn’t  it  be 
nice  for  you  to  recommend  her  for  a 
National  office  ? — and  with  a  story  about 
her  work  for  the  Association? 

Let’s  all  take  a  part  in  this  important 
activity  and  not  leave  the  Election  Com¬ 
mittee  to  do  all  the  hunting.  Mail  any 
suggestions  or  personal  interest  story 
to  the  Chairman  of  Committee  on  Elec¬ 
tions. 

CORiNNE  Messenger, 

Chairman, 

Committee  on  Elections. 


LEGISLATION 

Members  of  the  Legislative  Commit¬ 
tee  got  together  for  a  brief  session  in 
Chicago  on  July  14,  1950,  during  the 
final  day  of  the  Institute  for  Educational 


Secretaries  at  Northwestern’s  University 
College. 

During  that  week,  part  of  the  discus¬ 
sion  of  several  of  the  Institute  sessions 
had  centered  around  the  question  of 
affiliation  of  local  and  state  educational 
secretaries’  associations  with  teacher 
groups.  It  was  agreed,  such  affiliations 
could  well  smooth  the  path  toward  state 
legislation  on  pension  and  retirement, 
tenure,  and  certification  for  educational 
secretaries.  Because  so  many  of  the 
girls  attending  the  Institute  asked  ques¬ 
tions  about  which  secretaries’  groups 
had  affiliation  with  teacher  a.ssociations, 
how  such  relationships  were  promoted 
and  achiev’ed,  and  how  the  school  secre¬ 
taries  benefited  from  the  affiliation,  it 
was  felt  that  the  Legislative  Committee 
should  look  into  the  matter.  This  in¬ 
vestigation  is  our  prime  project  for  the 
year  1950-51. 

Members  of  the  Committee  were 
unanimous  in  agreement  that  inquiry 
be  continued  on  the  1949-50  Commit¬ 
tee’s  study  on  the  status  of  pension  and 
retirement,  tenure,  and  certification  of 
educational  secretaries  in  various  states. 
It  is  hoped  that  more  information  con¬ 
cerning  state  legislation  on  these  items 
will  be  brought  to  light. 

In  order  to  achieve  our  goals  in  pro¬ 
fessionalizing  our  profession,  it  is  felt 
that  the  individual  educational  secretary 
must  be  alert  to  opportunities  to  raise 
her  own  stature  and,  thereby,  her  own 
status.  Each  member  is  urged  to  bring 
to  the  attention  of  the  Legislative  Com¬ 
mittee  any  matter  that  seems  to  pro¬ 
mote  the  up-grading  of  educational  sec¬ 
retaries.  Likewise,  the  Committee  would 
appreciate  having  information  concern¬ 
ing  any  acts  which  appreciably  lower 
the  status  of  educational  secretaries. 

The  Committee  is  willing  to  under¬ 
take  investigation  into  any  matter  that 
rightly  falls  within  the  scope  of  a  legis¬ 
lative  committee. 

Marie  M.  Beatty, 

Chairman, 

Legislative  Committee. 


Institute  at  Northwestern  University 
this  summer  brought  100  new  members 
and  that’s  a  good  start  toward  the  2000 
which  we  ought  to  have  at  the  end  of 
June,  1951. 

Objectives  for  the  new  year  which 
were  outcomes  of  our  Convention  are 
organization  of  new  local  and  state  as¬ 
sociations  and  a  unified  plan  of  mem¬ 
bership,  always  keeping  in  mind  affilia¬ 
tion  with  the  National  Association  of 
School  Secretaries.  We  should  see  a 
sizable  increase  in  Life  memberships, 
too! 

Twenty-seven  states  have  state  or¬ 
ganizations.  There  are  many  local  as¬ 
sociations,  but  this  is  only  a  beginning 
toward  the  countless  number  that  we 
should  have.  There  are  many  ways  in 
which  each  of  you  may  have  a  part  in 
increasing  interest  in  organization  of 
professional  groups.  Make  opportunity 
to  talk  with  others  about  it  and  help 
to  arrange  for  meetings  in  communities 
or,  if  you  have  no  state  group,  concen¬ 
trate  on  enlisting  the  interest  of  the 
girls  in  your  state  in  organizing  a  state 
group.  Your  officers  in  the  National 
Association  will  be  glad  to  have  you 
write  us  if  we  can  help  in  any  way.  We 
need  the  help  of  every  member  to  carry 
the  very  worthwhile  benefits  of  our 
national,  professional  organization  to 
every  secretary  in  the  country.  Let’s 
get  on  the  Bandwagon  with  Nancy  and 
be  assured  that  you  will  ENJOY  YOUR¬ 
SELF  while  you  work! 

Sara  E.  Milner, 

Chairman, 

Membership  Committee. 


ORGANIZATION  PLANNING 

The  Organization  Planning  Committee 
was  appointed  by  Edna  Atkinson  at  the 
time  of  the  Institute  for  Educational 
Secretaries  held  at  Northwestern  Uni¬ 
versity  in  July  this  year.  The  group 
met  informally  one  morning  during  the 
Institute  but  their  only  contact  since 
then  has  been  by  correspondence.  The 
members  of  the  committee  are: 


MEMBERSHIP 

At  the  close  of  June,  1950,  our  mem¬ 
bership  stood  at  1624  against  1392  for 
the  previous  year.  A  gain  of  232  is 
something  of  which  to  be  proud.  The 
years  since  World  War  II  have  shown 
a  steady  growth  in  membership  and  it’s 
up  to  each  of  us  to  put  forth  every 
effort  to  keep  that  growth  steady.  The 


Rosalie  Kollarich,  Macalester  College, 
St.  Paul.  Minn. 

Mary  T.  Biro,  Sousa  Jr.  High  School, 
Washington,  D.  C. 

Bessie  Butler,  Administration  Office, 
Kansas  City  Public  Schools,  Kan¬ 
sas  City,  Missouri 

Rose  Mary  Carle,  State  Department 
of  Public  Instruction,  Topeka, 
Kansas 


Mrs.  Thelma  Gates,  Opportunity 
School,  Denver,  Colorado 

Mrs.  Virginia  H.  Gines,  Sam  Houston 
Elementary  School,  San  Antonio, 
Texas 

They  were  appointed  to  relieve  Miss 
Atkinson  of  some  of  the  load  of  corre¬ 
spondence  with  secretaries  all  over  the 
country  who  want  information  on  how 
to  organize  a  secretarial  association  in 
their  city  or  state. 

The  members  of  this  committee  hope 
to  get  enough  material  together  to  make 
up  a  number  of  “organization  kits”  con¬ 
taining  an  outline  of  steps  to  be  taken 
in  getting  an  organization  started,  sam¬ 
ple  letters,  constitutions,  programs,  and 
any  other  material  that  might  contain 
helpful  suggestions.  If  any  organization 
has  extra  copies  of  any  such  items,  in¬ 
cluding  the  minutes  (or  excerpts  there¬ 
from)  of  their  first  meeting,  which  it  is 
willing  to  share,  please  write  the  chair¬ 
man,  Rosalie  Kollarich,  or  any  other 
member  of  the  committee  listed  above. 

The  assistance  that  we  give  to  other 
secretaries  in  their  efforts  to  organize 
will  help  to  strengthen  the  National 
Association  and  increase  its  effective¬ 
ness.  We  hope  therefore  that  all  state 
and  local  organizations  will  cooperate 
with  the  committee  by  telling  them  how 
their  group  got  started  and  by  sending 
whatever  material  they  consider  helpful. 

Rosalie  Kollarich, 
Chairman, 

Organization  Planning 
Committee. 


PUBLICITY 

In  this  issue  I  have  been  asked  to 
make  my  official  “bow”  as  your  new 
chairman  of  the  Publicity  Committee. 
Let  this  “bow”  be  a  most  humble  one 
and  made  in  the  direction  of  my  illus¬ 
trious  predecessors.  Recently  I  have 
been  looking  over  the  articles  contrib¬ 
uted  by  Martha  Luck  during  the  past 
few  years.  May  I  suggest  with  all  the 
power  at  my  command  that  it  will  pay 
each  one  of  us  to  dig  up  the  back  issues 
of  The  Natmial  Secretary  and  read 
and  re-read  each  one  of  these  messages 
for  their  informative  and  inspirational 
value. 

Our  goal— a  strong  national  organ¬ 
ization  supported  by  active  state,  county 
and  city  associations — should  be  a  chal¬ 
lenge  to  every  one  of  us.  As  we  ap¬ 
proach  that  goal,  the  benefits  of  our 
efforts  are  becoming  more  and  more 


apparent — looking  toward  an  ultimate 
goal  of  higher  standards  in  the  position 
and  work  of  the  educational  secretary. 

All  right,  then,  let’s  put  into  effect 
that  suggestion  on  publicity  as  found  in 
the  May  issue—  that  every  association, 
large  or  small,  shall  have  appointed  a 
publicity  person  responsible  for  two- 
way  communication  between  her  asso¬ 
ciation  and  the  National.  The  latter 
should  have  on  file  the  names  and  ad¬ 
dresses  of  all  officers  of  state  and  local 
associations.  In  the  near  future  a  letter 
contacting  all  publicity  persons  for  all 
associations,  for  which  w’e  have  a  rec¬ 
ord,  will  be  sent  out.  So,  a  little  help, 
please!  Make  sure  that  your  association 
has  designated  someone  in  the  group  to 
do  this  liaison  work,  and  that  her  name 
and  address  are  on  file  with  the  Pub¬ 
licity  Committee  of  the  National. 

Since  its  founding  in  1935,  the  Na¬ 
tional  Association  has  gone  a  long  way 
toward  providing  service,  information, 
fellowship,  and  recognition  for  the  edu¬ 
cational  secretary.  By  striving  forward 
in  the  same  tradition  our  work  will  be 
all  the  more  enjoyable  and  our  services 
of  even  higher  standards. 

Ella  Mae  Flippen, 

Chairman, 

Publicity  Committee. 


RESEARCH 

The  questionnaires  returned  in  the  re¬ 
cent  survey  made  by  the  Research  Com¬ 
mittee  of  the  National  Association  of 
School  Secretaries  are  being  analyzed 
and  a  summary  prepared  for  submis¬ 
sion  to  the  members. 

While  the  total  number  of  returns 
was  somewhat  disappointing,  there  is  a 
good  geographical  distribution  with 
every  state  represented.  Also,  the  dis¬ 
tribution  according  to  size  of  commun¬ 
ity  is  good  so  that  the  results  should 
prove  most  valuable  and  interesting. 

A  total  of  944  questionnaires  were  re¬ 
ceived,  divided  as  follows; 


Public  Schools  . 821 

County  Offices  .  48 

State  Boards  of  Education. .  18 
Colleges  and  Universities  . .  56 


The  821  questionnaires  from  the  pub¬ 
lic  schools  represent  returns  from  a 
total  of  507  different  communities  which 
affords  a  good  random  sampling  of  con¬ 
ditions  throughout  the  country.  These 
returns  divided  according  to  school  divi- 


sions  arc  as  follows:  Elementary,  106; 
secondary,  264;  and  administrative,  451. 

The  number  of  replies  from  secre¬ 
taries  in  colleges  and  universities  is 
most  pleasing  as  it  represents  a  con¬ 
siderable  increase  over  the  number  re¬ 
ceived  at  the  time  of  the  1942  survey. 
These  replies  represent  information 
from  forty-three  colleges  and  universi¬ 
ties  in  twenty-six  different  states. 

Tabulations  are  being  made  of  each 
question  which  appeared  on  the  ques¬ 
tionnaire  and  groupings  are  being  made 
according  to  school  division,  to  regions 
of  the  country,  and  to  the  size  of  the 
community.  The  geographical  regions 
arc  the  same  as  used  in  the  1942  survey 
in  order  that  comparisons  may  be 
made  with  that  study. 

A  preliminary  study  of  the  returns 
on  the  questionnaires  reveals  several 
facts : 

1.  Nearly  half  of  those  answering  the 
questionnaire  have  been  employed 
ten  years  or  less  as  school  secre¬ 
taries. 

2.  A  tremendous  number  of  secre¬ 
taries  work  alone  in  an  office  and 
have  the  sole  responsibility  for  the 
entire  functioning  of  that  office. 

3.  Attendance  at  workshops  was  more 
limited  than  had  been  anticipated. 
Only  one-third  of  those  answering 
the  questionnaire  had  attended 
any  workshop  at  all.  Those  who 
had  attended  were  for  the  most 
part  those  who  had  workshop  op¬ 
portunities  within  their  own  imme¬ 
diate  regpon.  This  emphasizes  the 
need  for  continuing  to  offer  work¬ 
shops  in  all  regions  of  the  country. 

4.  A  number  of  persons  indicated  a 
need  for  opportunity  to  discuss 
personal  problems  when  they  at¬ 
tend  workshops.  This  was  espe¬ 
cially  true  of  those  persons  work¬ 
ing  alone  and  points  to  a  need  for 
setting  up  opj^rtunities  for  con¬ 
sultation  and  help  in  this  respect. 

Copies  of  salary  schedules,  vacation 
schedules,  sick  leave  regulations,  etc. 
have  been  received  from  a  number  of 
communities  and  the  information  will 
be  available  to  groups  desiring  such 
data. 

Suggestions  from  members  would  be 
welcomed  by  the  Research  Committee 
as  to  information  members  would  like 
to  receive  in  the  report  of  this  survey, 
and  particular  comparisons  or  tabula¬ 
tions  which  they  desire  which  might  be 


presented  in  the  final  report.  Members 
of  the  Research  Committee  are  meeting 
this  fall  to  work  on  the  report. 

The  members  of  the  Research  Com¬ 
mittee  appreciate  the  time  that  was  in¬ 
volved  in  answering  the  questionnaire 
and  are  grateful  to  those  members  of 
the  association  who  cooperated  with  us 
in  our  attempt  to  obtain  up-to-date  in¬ 
formation  which  may  be  used  as  a 
guide  for  the  future  plans  of  the  asso¬ 
ciation. 

Eleanor  Dearden  McCommons, 

Chairman, 

Research  Committee. 


HISTORY 

“Remember????  ....  Oh,  no,  we 
couldn’t  have  looked  like  that!  .... 
Where  did  we  get  those  awful  hats? 
....  And  wasn’t  that  the  best  meet¬ 
ing  we  ever  had?  ....  Have  you 
tasted  food  like  that  since  that  ban¬ 
quet?  ....  Remember  how  we  thrilled 
to  his  speech?  ....  And  how  proud 
we  were  that  our  administrators  at¬ 
tended  and  were  so  enthusiastic  about 
this  session?  ....  Have  you  ever  seen 
such  elaborate  favors?  ....  Remem¬ 
ber  the  heat?  ....  Remember  the 
cold?  ....  Remember  the  rain? 

.  .  .  .  Haven’t  we  been  places  and 
had  good  times  together?  ....’’ 

At  every  national  and  sectional  meet¬ 
ing  we  catch  phrases  like  the  above 
when  a  group  of  delegates  look 
through  the  scrapbooks  at  the  head¬ 
quarters  suite.  The  past  activities  of 
the  Association  are  vividly  recorded  in 
the  two  bulging  books,  and  happy  mem¬ 
ories  are  brought  to  mind  by  each  page. 

For  the  future  interest  and  enjoyment 
of  our  members,  the  pictorial  record  of 
the  meetings  and  activities  of  school 
secretaries  will  be  continued.  We  would 
welcome  all  pictures  and  clippings  per¬ 
taining  to  local,  state,  and  the  national 
groups.  Won’t  you  share  your  meetings 
with  us  by  sending  material  to  me  for 
our  permanent  record? 

Betty  Zimmerman, 
Historian. 


ELEANOR  DEARDEN  MARRIED 

You  must  have  heard  about  it  but  in 
case  you  didn’t  here  are  the  details. 
Our  faithful  member  and  motivating 
force  in  the  National  Association  of 
School  Secretaries,  Junior  Past  Presi¬ 
dent,  Eleanor  Maude  Dearden  became 
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Mrs.  John  Leonard  McCommons  on  May 
5,  1950,  at  Springfield,  Massachusetts. 
Eleanor’s  favorite  professor.  Dr.  Doro¬ 
thy  Spoerl  of  the  American  Interna¬ 
tional  College  performed  the  ceremony. 

The  groom  is  a  graduate  of  the  Uni¬ 
versity  of  Nebraska  and  earned  his  M.A. 
at  Teachers  College,  Columbia  Univer¬ 
sity.  He  has  been  a  principal  and  super¬ 
intendent  in  various  schools  in  Nebras¬ 
ka,  a  principal  in  the  Canal  Zone,  a  prin¬ 
cipal  in  Springfield  and  for  the  past 
fifteen  years  until  he  retired,  Mr.  Mc¬ 
Commons  was  assistant  superintendent 
of  schools  in  Springfield. 

Eleanor  has  worked  for  the  Spring- 
field  Public  School  System  for  26  years, 
having  served  as  secretary  to  the  re¬ 
search  director,  assistant  superintend¬ 
ent  and  then  the  superintendent  and 
also  to  the  School  Committee.  She  grad¬ 
uated  from  American  International  Col¬ 
lege  and  is  working  for  her  master’s 
degree. 

Both  have  now  retired  from  active 
service  to  the  schools  and  will  share 
the  future  by  following  their  mutual 
interests.  They  will  spend  the  summers 
from  June  to  October  in  Oceanville, 
Maine.  The  winters  will  find  them  at 
1200  Riverside  Drive,  Holly  Hill,  Flor¬ 
ida. 

We  are  all  much  indebted  to  Eleanor 
for  her  leadership  and  enthusiastic  help 


in  furthering  our  professional  gains. 
Our  warmest  and  best  wishes  for  her 
greatest  happiness  are  hereby  publicly 
extended  to  her. 


THE  YEAR  BOOK 

Putting  together  enough  materials  to 
set  up  a  Yearbook  for  the  N.A.S.S., 
integrating  the  various  styles  of  writing 
used  by  the  contributors,  and  attempt¬ 
ing  to  please  numerous  advisers  is  by 
no  means  a  simple  task.  ’Therefore 
progress  on  the  volume  is  not  rapid. 
Steady  advancement  is  probably  a  much 
wiser  procedure  toward  the  ultimate 
goal  of  a  finished  book. 

It  is  hoped  that  the  component  parts 
of  the  Yearbook  will  evolve  to  the  satis¬ 
faction  of  the  membership.  Meanwhile, 
the  committee  is  concerned  with  push¬ 
ing  the  production  ahead  as  rapidly  as 
is  feasible.  The  infinite  number  of  de¬ 
tails  grows  from  day  to  day.  Out  of  the 
maze  of  materials  the  committee  hopes 
to  produce  a  result  worthy  of  the  As¬ 
sociation  for  which  it  is  being  prepared. 

Any  member  who  wants  to  add  an 
idea,  make  a  comment,  propose  an  ex¬ 
tra  subject,  etc.,  should  feel  free  to 
write  to  the  editor.  Prudence  A.  Nicho¬ 
las,  Secretary  to  the  Superintendent  of 
Schools  at  Des  Moines,  Iowa,  or  to 
Martha  Luck  or  Eleanor  Dearden  Mc¬ 
Commons  at  any  time. 
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How  to  make  a  HIT 
with  your  Boss! 

Have  the  RIGHT  information  at 
your  fingertips  when  he  wants  to 
know  about  ,  ,  . 

CAPS  &  GOWNS:  Authentic  gradu¬ 
ation  apparel,  first  choice  of  schools 
for  over  40  years,  on  a  sale  or 
rental  basis. 

CHOIR  GOWNS:  Elegant,  full-flow¬ 
ing  Gowns  to  make  performances 
more  dramatic.  Many  rich,  appro¬ 
priate  colors,  lasting  fabrics. 

GIRLS’  GYM  SUITS:  Delightful 
styles,  flattering  colors,  at  reason¬ 
able  prices.  Prompt  delivery  the 
year  'round. 

Write  today  for  illustrated  book¬ 
lets  on  the  above  Moore  apparel, 
yours  free.  No  obliyation. 

E.  R.  MOORE  CO. 

A -2 

932  liaUiii  .si.,  ('IiIimko  13.  111. 
n  West  42i'.l  SI..  .New  Vtirk  18,  X.  Y. 
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FULLER 

Cleaning  Equipment 

LASTS  LONGER 


•  Write  Today  To 

INDUSTRIAL  DIVISION 

The  FULLER  BRUSH  Co. 

3548  Main  St.,  Hartford  2,  Conn. 


For  your  convenience,  we  have  prepared  a  form  which  may  be  used  for 
Affiliation.  Please  fill  out  this  form  and  mail  it  to  Mrs.  Ora  S.  Dolsen,  467 
W.  Hancock,  Detroit  1,  Michigan. 


APPLICATION  FOR  AFFILIATION 

(Make  checks  payable  to  the  National  Association  of  School  Secretaries) 

The . Association  of  School  Secretaries 

wishes  to  affiliate  with  the  NATIONAL  ASSOCIATION  OF  SCHOOL 
SECRETARIES  for  the  years  1950-51. 

Enclosed  is  five  dollars  ($5.00)  affiliation  fee.  New . 

Renewal . 

Names  of  Advisory  Council  Members  (1  per  20  National  members) : 

One- Year  Term  . 


Two-Year  Term 


Date  of  organization  of  your  association  . 

OFFICERS  Names  Address  Length  of  term 


Office  held  in  the  Association 
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EFFICIENCY  EXCHANGE 


5 

Marion  Elliott  I  MADISON  SCHOOL 

I  5525  NORTH  SIXTEENTH  STREET 


PHOENIX. 


Verification  of  Stencils 

Do  you  suffer  from  eye  strain  after 
checking  a  stencil?  TRY  THIS — Place 
a  carbon  between  the  stencil  sheet  and 
the  parchment  so  that  you  get  the  mes¬ 
sage  on  the  parchment.  This  is  easy 
to  read,  mark  for  corrections  and  then 
correct  before  running  off  the  completed 
copy.  * 

Assembling  Paper  and  Carbons  and 
Inserting  in  the  Typewriter 

Do  you  make  multiple  carbon  copies, 
have  trouble  with  the  assembling  and 
the  insertion  in  the  typewriter?  TRY 
THIS-  Use  a  box  which  is  carbon  paper 
size  and  lay  a  sheet  of  paper  in  the  box, 
then  a  carbon  and  continue  to  alternate 
until  you  have  the  required  number. 
This  will  keep  the  paper  and  the  carbon 
from  fanning  out.  These  can  be  easily 
inserted  into  the  typewriter  and  come 
through  without  fanning  out  if  an  en¬ 
velope  is  placed  in  the  platen,  the  copies 
inserted  in  the  flap,  then  rolled  into 
position.  Or  try  rolling  a  plain  sheet 
around  the  platen  leaving  about  an  inch 
at  the  end  of  the  sheet  out  from  the 
roller,  drop  your  multiple  copies  into 
this  and  roll  through  the  typewriter  into 
position. 

Correction  Fluid  for  Duplicator 

Do  you  have  trouble  with  the  correc¬ 
tion  fluid  for  the  mimeograph  stencils 
becoming  thick  when  allowed  to  stand? 
TRY  THIS — Use  spirits  of  camphor  to 
dilute  this  fluid  after  it  has  thickened. 
This  will  result  in  less  waste  and  the 
longer  use  of  a  bottle  of  correction  fluid. 

Counting  and  Dividing  a  Stack  of  Paper 
Without  Counting  the  Sheets 

Do  you  waste  valuable  time  counting 
sheets  of  paper?  TRY  THIS — Use  a 
fork  having  six  pointed  prongs  equally 
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spaced.  Slant  the*tork  so  that  the  out¬ 
side  prongs  line  up  with  the  top  and 
bottom  of  a  ream  of  paper  and  thus 
divide  the  ream  into  100  sheets.  Use  the 
fork  for  dividing  this  into  fifty  sheets 
or  less  as  needed. 

Keeping  Stamp  Pads  Moist  and  Ready 
for  Use 

Do  your  stamp  pads  dry  out?  TRY 
THIS-  -At  night  cover  the  pad  and  turn 
it  upside  down.  The  ink  will  naturally 
come  to  the  top  of  the  pad  giving  a 
freshly  inked  surface  to  use  the  next 
day. 

Cleaning  Typewriters. 

When  do  you  clean  your  typewriter? 
TRY  THIS — Clean  the  machine  at  night 
before  ink  and  sediment  has  had  a 
chance  to  dry  or  cake  on  the  type.  At 
that  time  of  the  day  less  time  is  re¬ 
quired  to  perform  this  operation. 

Continuous  Feeding  on  a  Typewriter 

Do  you  waste  motion  and  effort  by 
feeding  one  piece  at  a  time  into  the 
machine?  TRY  THIS — Before  you  re¬ 
move  the  first  piece  try  putting  the  next 
piece  to  be  typed  into  the  machine.  A 
turn  of  the  platen  removes  the  first 
piece  from  the  machine  and  puts  the 
next  one  into  position  for  typing. 

Would  you  be  interested  in  a  Hand¬ 
book  of  Office  Behavior  with  “tricks  of 
the  trade’’  to  keep  right  in  the  top 
drawer  of  your  desk?  You  may  obtain 
a  sweet  little  book  called  The  Perfect 
Secretary  by  sending  ten  cents  to  the 
Eaton  Paper  Corporation.  Pittsfield 
Massachusetts,  and  you’ll  find  it  the 
best  little  helper  you’ve  ever  had. 

DO  YOU  have  a  pet  “EFFICIENCY” 
trick  that  you  use  and  would  like  to 
share  with  others?  Write  Marion  El¬ 
liott,  so  that  she  can  pass  on  your  ideas. 
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l^t/VsUMMER  MEETINGS 


ANNUAL  MEETING  OF  NATIONAL 
ASSOCIATION  OF  SCHOOL 
SECRETARIES 

St.  Louis,  Missouri — July  3,  1950. 

The  annual  meeting  of  the  National 
Association  of  School  Secretaries  was 
held  in  St.  Louis,  Missouri,  July  3,  1950, 
with  headquarters  at  the  DeSoto  Hotel. 
This  was  a  departmental  meeting  held 
in  conjunction  with  the  NEA’s  annual 
meeting. 

Miss  Edna  Atkinson,  President,  pre¬ 
sided  at  the  meeting. 

Greetings  were  brought  to  the  group 
by  Mrs.  Ella  Mae  Flippen,  President  of 
the  Missouri  Association  of  School 
Secretaries. 

The  President  gave  an  interesting  re¬ 
port  on  the  one  day  meeting  held  in 
Atlanta,  Georgia,  the  meeting  she  at¬ 
tended  with  the  Tennessee  Association 
of  School  Secretaries  and  the  Regional 
Meeting  held  in  Little  Rock,  Arkanssis. 

Reports  were  given  by  the  officers  and 
various  committee  chairmen.  Some  of 
the  interesting  facts  disclosed  by  the 
reports  were — that  51  groups  were  affili¬ 
ated  with  NASS  as  of  June  1,  1950,  that 
there  are  89  local  and  state  groups  in 
existence,  that  42  states  have  active 
membership  chairmen  and  that  the  total 
membership  is  1621,  a  gain  of  229  over 
last  year. 

The  President  announced  the  next 
meeting  of  the  National  Education  As¬ 
sociation  would  be  held  July  2-8,  1951, 
in  San  Francisco,  and  that  the  Ameri¬ 
can  Association  of  School  Administrators 
would  meet  in  Atlantic  City  in  February. 

The  luncheon  held  at  noon  was  most 
enjoyable.  Decorations,  designed  by 
Elsie  S.  Roth,  chairman  of  the  luncheon 
arrangements,  were  clever  and  in  keep¬ 
ing  with  the  Fourth  of  July  theme.  The 


guest  speaker  was  Honorable  Hubert 
Wheeler,  Commissioner  of  Education  in 
Missouri.  He  gave  an  interesting 
resume  of  his  recent  14,000  mile  trip 
through  Europe,  ‘‘The  Flying  Class¬ 
room,”  a  tour  arranged  by  Michigan 
State  College.  On  this  trip  sixty-five 
educators  spent  three  weeks  studying 
the  social,  economic  and  political  condi¬ 
tions  of  the  various  countries  visited. 
They  discovered  that  wherever  the 
group  went  they  found  that  people  in 
all  walks  of  life  have  a  high  regard  for 
America  and  that  our  country  is  recog¬ 
nized  as  the  leading  nation.  He  stated 
that  the  need  for  Marshall  funds  is  very 
evident.  In  closing  he  urged  the  school 
secretaries  to  help  the  school  admin¬ 
istrators  in  every  possible  way,  and  to 
remember  that  ‘‘we  are  our  brother’s 
keeper.” 

Miss  Alice  Schoeller  of  St.  Louis  as¬ 
sisted  with  registration  and  general  ar¬ 
rangements,  and  Mrs.  Ella  Mae  Flippen 
also  worked  with  the  President  in  mak¬ 
ing  general  arrangements. 

INSTITUTE  FOR  EDUCATIONAL 
SECRETARIES 

Northwestern  University,  Chicago,  Illinois, 
July  10-14,  1950. 

No  summary,  written  or  oral,  can  give 
an  accurate  picture  of  the  Institute  for 
Educational  Secretaries  held  the  week  of 
July  10  on  the  University  College  cam¬ 
pus  at  Northwestern  University.  No  re¬ 
port  can  express  the  spirit,  enthusiasm 
and  appreciative  cooperation  gfiven  by 
the  325  registrants.  Those  attending 
participated  in  discussions,  made  positive 
contributions  to  the  conduct  of  the  vari¬ 
ous  classes,  were  an  attentive  audience 
for  the  lectures — and  “took”  with  adjus- 
tive  grace  the  inconveniences  involved 
in  the  crowded  housing  necessitated  by 
the  gratifying  registration. 


30 


This  Institute  truly  approached 
national  proportions— with  thirty-four 
states  represented.  The  small  discussion 
groups,  the  limited  number  in  some 
class  sections,  and  the  social  program 
all  aided  in  the  group  integration 
process.  Those  attending  really  felt  they 
had  developed  friendships  with  co-work¬ 
ers  “across  the  nation.”  (The  mysteri¬ 
ous  activities  of  Committee  X  assisted 
greatly  in  the  getting  acquainted  proc¬ 
ess.)  Valuable  and  interesting  contacts 
were  made  by  everyone  attending,  lead¬ 
ership  potentials  were  developed,  and  the 
basis  for  future  and  more  extensive  in- 
service  training  programs  formed.  It  is 
significant  of  the  serious  purpose  of  the 
educational  secretaries  to  note  that  150 
registered  for  credit. 

The  National  Association  officers  ap- 
peciate  the  critical  and  objective  analysis 
those  attending  helped  make  of  the  Insti¬ 
tute  program.  The  evaluation  question¬ 
naire,  plus  the  studied  comments  of  the 
evaluation  committee,  will  be  of  in¬ 
estimable  value  in  planning  future  Insti¬ 
tute  programs. 

The  University  College  office  has  pre¬ 
pared  a  report  on  the  proceedings  of  the 
Institute  and  the  National  Association 
convention.  This  project  was  made  pos¬ 
sible  through  the  prompt  and  effective 
reporting  of  the  general  sessions,  the 
classes,  and  the  group  discussions  by 
the  recording  assistants.  Each  person 
who  attended  the  Institute  has  received 
her  free  copy  of  this  proceedings.  Extra 
copies  are  available  to  any  who  may 


wish  them — whether  you  attended  the 
Institute  or  not — at  $1.00  a  copy.  You 
may  send  your  order  either  to  Miss 
Edna  Atkinson,  President,  Oak  Park 
and  River  Forest  High  School,  Oak 
Park,  Illinois,  or  to  Mrs.  Martha  Luck, 
Northwestern  University,  710  Lake 
Shore  Drive,  Chicago  11,  Illinois. 


WESTERNERS  INVADE  CHICAGO 

Front  Row.  Christine  Rowell,  Houston, 
Texas;  Kathleen  Lewis,  Dallas,  Texas; 
Virginia  Gines,  San  Antonio,  Texas. 
Back  Row:  Dorothy  Knobloch,  Evelyn 
Shipley,  Los  Angeles,  California; 
Fannie  Billings,  Dallas,  Texas;  Bettye 
Wells,  Los  Angeles,  California. 
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ARIZONA 

Many  thanks  to  Mr.  Egan  for  the 
wonderful  letter  he  prepared  telling  of 
the  meeting  of  school  secretaries  in 
Phoenix.  The  girls  now  have  the  Cham¬ 
ber  of  Commerce  working  for  ’em,  too! 

Mildred  Hill,  I  was  glad  to  receive 
one  of  your  “Student  Bulletins.”  The 
set-up  was  interesting.  (The  person 
placing  the  item  in  the  bulletin  has  his 
name  signed  to  that  particular  one.)  To 
my  way  of  thinking — this  would  do 
away  with  a  lot  of  wondering  regarding 
“who  wants  what — when.” 


COLORADO 

Seventeen  “mile  high”  gals  were  in¬ 
stitute  minded  this  past  summer.  Have 
had  reports  that  they  were  the  largest 
delegation  at  Northwestern.  An  “orchid” 
to  the  Board,  Dr.  O.,  and  Mr.  R. — all  a 
party  to  sending  six  girls  with  fifty 
dollars  traveling  allowance  and  one  girl 
ALL  EXPENSES  PAID. 

CALIFORNIA 

Sibyl  Jamieson,  your  contributions  in 
the  California  School  Employee’s  Bul¬ 
letin  each  month  must  take  up  a  great 
deal  of  your  time.  In  the  May  issue 
there  is  an  article  re-taken  from  the 
American  School  Board  Journal  by  Sid¬ 
ney  Bliss,  March  1950,  Page  41,  Vol. 
120 — No.  3  entitled  “How  to  Inaugurate 
In-Service  Training  of  Non-Teaching 
Personnel”  that  should  be  of  interest  to 
school  secretaries.  It  is  very  good,  and 
I  hope  you  overcome  Sibyl  with  your 
many  requests  for  copies. 

Glamour  magazine  conducted  a  secre¬ 
tarial  survey.  The  secretaries  named 
each  of  the  following  courses  as  a 
“must”  in  training:  stenography,  tirp- 
ing,  business  English,  office  or  secre¬ 
tarial  practice,  psychology,  personality 
development,  business  law,  and  business 
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machines.  The  employers  felt  by  hiring 
new  workers  they  had  a  better  opportu¬ 
nity  to  train  them  in  their  own  methods 
and  avoid  the  difficulty  of  discarding 
previously  learned  methods.  This  called 
attention  to  their  strict  promotion-from- 
within  policies.  In  most  cases  it  made 
little  difference  as  to  whether  or  not  the 
applicant  was  married;  however,  the 
next  largest  number  preferred  to  hire 
unmarried  secretaries.  Asked  whether 
mechanical  skill  in  shorthand  and  type¬ 
writing  was  the  one  factor  most  respon¬ 
sible  for  success  as  a  secretary,  the 
majority  of  employers  answered  “no.” 
The  employers  and  secretaries  listed  the 
quality  of  good  judgment  and  intelli¬ 
gence  with  personality  running  a  close 
second  for  this  rating.  The  survey 
pointed  out  that  an  acquired  skill  in  the 
fundamentals  of  secretarial  work  will 
not  in  itself  bring  success  or  satisfac¬ 
tion.  The  successful  secretary  must 
possess  the  same  personal  qualifications 
demanded  for  any  position  in  any  busi¬ 
ness  organization. 

LOUISIANA 

Essie  L.  Bryant  reported  on  the  New 
Orleans  Secretaries  Association  with  a 
brief  history  and  resume  of  their  activi¬ 
ties.  They  have  23  members  in  the 
organization  which  grew  out  of  an  In- 
Service  Training  Class  for  school  secre¬ 
taries  sponsored  by  the  Orleans  Parish 
school  Board  in  1948-49.  It  was  realized 
that  if  the  Growth  and  Development 
Philosophy  was  the  aim  and  goal  of 
Public  School  Education  in  New  Or¬ 
leans,  each  secretary’s  work  must  be 
planned  in  terms  of  the  needs,  interest 
and  work  of  her  school.  Mrs.  Thelma 
Desselle  is  president  of  this  group. 

In  November,  1949,  the  Louisiana  Edu¬ 
cation  Association  Convention  devoted  a 
special  session  to  the  secretaries  and  we 
hope  to  hear  that  the  same  recognition 
will  be  included  in  the  1950  program. 
Please  keep  the  news  rolling  in! 
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MAINE 


From  Bath,  Maine  came  a  wonderful 
bulletin  entitled  One  Secretary’s  Vaca¬ 
tion.  A  vacation  taking  in  a  trip,  con¬ 
vention  and  institute.  Work  and  play 
certainly  did  keep  these  girls  from 
being  “dull”  this  summer. 

Movies  and  slides  were  shown  at  the 
last  Portland  meeting  for  the  girls.  (Me 
thinks  ’twould  be  a  wonderful  way  to 
get  acquainted — an  informal  get  to¬ 
gether,  many  sitting  on  the  floor — and  - 
all  eating  a  box  supper!) 

MASSACHUSETTS 

Alberta  Donahue,  I’ll  miss  you.  My 
School  Daze  won’t  be  the  same  without 
you.  Please  tell  the  new  editor  to  keep 
me  on  her  mailing  list  for  the  coming 
year.  The  MASS  District  Meetings  and 
the  Annual  meeting  all  sound  like  a  lot 
of  good  hard  work  was  enjoyed  by  all. 
Thanks  to  Dr.  Trentwell  Mason  White 
for  this  sound  bit  of  advice:  “Don’t 
have  an  office  face  or  a  home  face,  have 
the  same  face  for  everyone.”  His  talk 
on  Gcttiny  Along  With  People  sounded 
chock  full  of  good  sound  thinking. 

The  Newton  School  Secretaries  are  a 
new  affiliated  Association.  An  orchid  to 
you!  The  NASS  is  mighty  pleased. 

MICHIGAN 

The  report  “Convention  Mention”  more 
than  hits  the  high  spots — wouldn’t  be 
surprised  if  the  gals  belonging  to  the 
MASS  are  already  planning  for  No.  51. 
Muskegon  here  they  come! 

The  Battle  Creek  Board  of  Education 
offered  two  all-expense  scholarships  to 
the  Northwestern  Workshop  this  sum¬ 
mer.  YOU  TWO  LUCKY  GALS! 

News  from  Hamtramck  brought  this 
wonderful  thought:  “The  local  associa¬ 
tion  has  passed  a  resolution  to  have  the 
1950-51  MASS  dues  paid  from  the  local 
treasury.”  This  ^^^ll  certainly  place 
Hamtramck  in  the  100  per  cent  class! 

Who  won  the  television  set  raffled  off 
at  the  Detroit  card  party — the  Social 
Committee  really  did  a  bang-up  job 
getting  this  prize!  The  $$$s  must  have 
rolled  into  the  treasury. 

What  was  the  “Mystery  Trip” — What 
is  a  “Key  Member”  ?  ?  ? 

MISSOURI 

Down  “Mo.”  way  they  are  still  sing¬ 
ing  the  praises  of  the  Phoenix  Confer¬ 


ence  last  spring.  Ella  Mae  Flippen,  I 
agree  with  you — “The  hospitality  of  the 
West  is  all  we’ve  heard  and  more.” 

Frances  Kercher  -right  nice  art  work 
on  the  April  issue! 

Kansas  City — good  luck  in  October — 
your  $$$  making  month! 

Hi,  Georgia  in  Hannibal! 

NEW  HAMPSHIRE 

Salem  was  the  place—  many  problems 
straightened  out  -  a  profitable  time  was 
enjoyed  by  the  secretaries — all  brought 
about  in  a  panel  discussion  led  by  men 
from  the  State  Board  of  Education,  two 
school  superintendents,  and  two  head¬ 
masters  at  the  spring  meeting.  Blanche 
Turner  and  Gertrude  Daniels  -take  a 
bow!  Concord,  you  really  have  some¬ 
thing  to  work  toward  for  your  coming 
meeting.  I  expect  to  hear  of  added 
inches  around  ye  olde  waist  from  the 
sound  of  the  candy  sale  to  be  held  at 
the  Fall  meeting.  Hope  the  (‘<‘(‘  pile  up 
to  send  your  delegate  to  the  National 
Conference! 


NEW  JERSEY 

Harriett  Kopp,  being  the  new  Editor 
of  the  Bulletin  is  your  lot  in  life  for  the 
coming  year — congrats’  and  good  luck! 

“The  School  Secretary”  is  well  under¬ 
stood  by  Mr.  Chester  Robbins  of  Tren¬ 
ton.  In  his  article  for  the  Bulletin  he 
began  with  “through  the  secretary,  a 
large  segment  of  the  public  forms  its 
impression:  her  courtesy  in  receiving 
visitors  and  the  cheerfulness  of  her  voice 
in  answering  the  telephone  can  give  a 
very  fine  first  impression.  A  loyal,  dis¬ 
creet  and  capable  secretary  can  be  the 
difference  between  a  pleasant  and  un¬ 
pleasant  term  of  office  for  a  school  ex¬ 
ecutive,  and  may  even  be  the  difference 
between  his  success  and  failure.” 


NEW  MEXICO 

Whee — Alice  Briley,  how  does  it  feel 
to  have  successfully  put  out  the  first 
NMS?  A  lot  of  hard  work  I  know,  but 
I  do  hope  you  keep  on  for  another  year 
— you  have  such  a  grand  start.  What 
do  the  gals  down  NM  way  do  in  their 
spare  time? — knitting,  cross-stitch  pic¬ 
tures,  photography,  and  the  Tucumcari 
“Rattlers”.  (Please  tell  me — just  what 
are  the  “Rattlers”  ?  ? )  Miss  Nelle  Jef¬ 
ferson,  new  membership  chairman  for 
your  state  will  be  busy  answering  ques¬ 
tions  and  enrolling  new  girls.  Does  New 
Mexico  Western  College  have  a  course 
for  secretaries? 
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OHIO 

The  State  Meeting  in  Columbus 
proved  a  huge  success.  Florence,  your 
talk  regarding  the  Kent  Workshop  and 
the  NASS  brought  results — I  under¬ 
stand  the  enrollment  was  very  good — 
and  I  know  of  some  new  memberships 
for  the  National. 


OREGON 

I  wouldn’t  be  a  bit  surprised  if  “Eu¬ 
gene"  were  one  of  the  newest  Organiza¬ 
tions — their  first  meeting  having  been  in 
May.  We’ll  be  looking  forward  to  more 
news  from  out  of  the  Northwest.  Your 
FIRST  bulletin  was  a  good  start — I 
know  you’ll  have  many  a  hard  worker 
in  your  Organization. 


PENNSYLVANIA 

Fashion  show,  weddings.  Canasta  par¬ 
ties,  weddings,  picnic,  and  meetings 
keep  the  Philadelphia  girls  busy  after 
school  hours. 

Thanks,  Eleanor  Humphrey,  of  Har¬ 
veys  Lake  for  your  grand  letter. 

RHODE  ISLAND 

’The  girls  in  Providence  are  publishing 
a  newsy  bulletin  which  keeps  us  in¬ 
formed  of  their  activities.  In  their  June, 
1950,  issue  they  reprinted  a  digest  of 
‘"The  School  Secretary  and  The  Faculty’’ 
which  Dr.  Ralph  Walter  had  contributed 
to  The  National  Secretary  in  February, 
1949.  All  of  us  who  strive  for  better 
public  relations  appreciate  their  recog¬ 
nition  of  the  splendid  thoughts  contained 
in  that  article. 


The  work  done  by  the  Providence  As¬ 
sociation  on  Pension  Increase  will  alert 
all  of  us  to  the  possibilities  of  action  in 
this  vital  field.  May  we  hear  more 
Dorothy  Nass? 

TEXAS 

Hello  Lone  Star  State!  Good  news 
from  Lucille  Williams,  Pine  Tree  School 
District,  Greggton,  about  a  new  local 
organization.  Also  an  announcement  of 
a  general  state  meeting  in  Houston  next 
March.  Fannie  Billings  will  be  chair¬ 
man  and  no  doubt  Texas  will  come 
through  with  another  “bigger  and  best." 
Keep  us  posted,  girls;  all  of  these  ac¬ 
tivities  are  music  to  our  ears. 

VIRGINIA 

Welcome  to  the  Column!  Charlotte 
Warwick — please  keep  the  news  coming. 

Richmond  was  the  place  —  Beulah 
'Tucket  Jones  the  President — the  Super¬ 
intendent  and  his  Assistants  as  guests 
— and  as  a  speaker  Louise  Henderson 
Nelson — with  group  singing  as  the  end¬ 
ing-all  put  together  made  a  perfect 
meeting.  Let  us  hear  more  news  of 
more  meetings! 

WISCONSIN 

Square  Dancing  in  October;  member¬ 
ships  in  November;  Christmas  Dinner 
Party  in  December;  Valentine  EHnner  in 
February;  Style  Show  in  April;  Dinner 
Party  in  June.  A  full  year  of  planning 
and  work. 

Hi,  to  Betty  Z.  in  Milwaukee! 

Rita  Putnam, 

East  High  School 
Denver,  Colorado. 
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LIFE  MEMBERSHIP 


A  reminder  is  given  of  the  plan  for  Life  Membership  as  recommended  by  the 
committee  appointed  at  the  Executime  Board  Meeting  held  in  Chicago  in  July, 
1947  and  further  developed  at  the  meeting  in  Cleveland  in  July  1948.  We  reprint 
the  findings  of  the  Committee  as  published  in  the  February  1948  issue. 

"Since  .‘life  membership  is  a  symbol  of  permanent  interest  and  loyalty 
to  the  profession,’  we  suggest  that  the  following  amendment  to  the  By-Laws 
be  presented  by  the  Executive  Board  for  action  by  the  membership  at  the 
July,  1948,  annual  meeting: 

“A  member  in  (/ood  staiidintj  for  more  than  ttco  ronsecHtive  i/ears  shall 
be  eligible  for  life  membership  upon  pai/ment  of  twenty-five  dollars  in  full,  or 
ten  dollars  down  and  three  annual  installments  of  five  dollars  each.  A  life 
member  .shall  be  entitled  to  all  the  privileges  of  an  active  membtr. 

"The  Committee  feels  that  the  life  membership  fees  should  be  disassociated 
from  the  regular  memberships  and  it  suggests  that  provision  be  made  whereby 
they  be  earmarked  and  invested.  This  arrangement  would  guarantee  that  they 
continue  to  render  service  to  the  profession  premanently. 

"Twenty-five  dollars  represents  continuous  membership  for  twelve  and 
one-half  years  and  the  deferred  payment  plan  makes  life  membership  possible 
for  every  school  secretary. 

“It  is  further  suggested  that  a  special  emblem  and  membership  card  be 
issued  to  life  members. 

“Favorable  action  on  this  amendment  is  imperative  because  of  the  growing 
financial  needs  of  the  Association  nece.ssary  to  carry  on  the  varied  activities 
and  services. 

Constance  K.  Cowardin 
Virginia  A.  Halsey 
Louise  H.  Nelson 
Betty  Zimmerman,  Chairman” 
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MEMBERSHIP  CHAIRMEN 

SECTION  I — Miss  Mildred  Bristol,  Office  of  Board  of  Education,  Southington,  Conn. 
Connecticut — Miss  Barbara  Jeffers,  Henry  Barnard  junior  High  School,  Hartford  3 
Massachusetts — Mrs.  Helynn  Haley,  Office  of  Superintendent  of  Schools,  Monson 
Maine — Miss  Pauline  Smith,  School  Administration  Building,  Portland 
New  Hampshire^Miss  Theresa  Thernault,  62  Lock  Street,  Nashua 
Rhode  Island — Miss  Ruth  A.  Coffey,  Providence  College,  Providence 
Vermont — 

SECTION  II — Miss  Frances  Evans,  Caesar  Rodney  School,  Camden,  Delaware 

Delaware — Mrs.  Helen  W.  Kirkley,  School  Administration  Building,  Wilmington  5 
District  of  Columbia — 

Maryland — Miss  Elisabeth  Stevens,  Southern  High  School,  Baltimore  30 
New  Jersey — Miss  Anna  M.  Gloor,  Clifford  Scott  High  School,  East  Orange 
New  York — Miss  Isabel  Paddock,  7  Grand  Street,  Warwick 
SECTION  III— 

Pennsylvania — Miss  Mildred  Byerly,  Shamokin  Public  Schools,  Shamokin 
Virginia — Mrs.  Elsie  Knowles,  Page  County  Public  Schools,  Luray 
West  Virginia — Miss  Margaret  Hopwood,  Mannington  High  School,  Mannington 
SECTION  IV — Mrs.  Mary  Brand,  Henry  Grady  High  School,  Atlanta,  Georgia 
Alabama — Miss  Mary  Carroll,  Box  373,  Dothan 
Florida — Mrs.  Elizabeth  Jordan,  Webber  College,  Babson  Park 
Georgia — Miss  Martha  Pitts,  Upson  County  Schools,  Thomaston 
Kentucky — Mias  Elsie  Forman,  Box  444,  Barbourville 

North  Carolina — Mrs.  Pauline  T.  Helms,  Office  of  Superintendent  of  Schools, 
Albemarle 

South  Carolina — Mias  Juanita  Shropshier,  Converse  College,  Spartanburg 

SECTION  V— 

Illinois — Miss  Eileen  Miedke,  Moline  Senior  High  School,  I  00  I  -  16th  Street,  Moline 
Indiana — Miss  Alma  Cripe,  Beech  Grove  Public  Schools.  Beech  Grove 
Iowa — Miss  Wilda  M.  Johnson,  Perry  Public  Schools,  Perry 

Ohio — Miss  Florence  Howell,  Akron  Public  Schools,  70  North  Broadway,  Akron 
Tennessee — 

SECTION  VI - Mrs.  Dorothy  Nieman  Ferguson,  River  Rouge  High  School,  River  Rouge, 

Michigan 

Michigan — Mrs.  Lucretia  Nichols,  Whittier  Junior  High  School,  Flint 
Minnesota — Miss  Grace  C.  Stephenson,  Secretary  to  Superintendent,  Forest  Lake 
Consolidated  Schools.  Forest  Lake 
North  Dakota — 

South  Dakota — Miss  Agnes  Schlender,  Brookings  City  Schools,  Brookings 
Wisconsin — Miss  Marion  Kennedy,  Vocational  School,  Madison 
SECTION  VII — Miss  Georgia  Davis,  Board  of  Education,  Hannibal,  Missouri 

Arkansas — Mrs.  Catharine  Yates,  West  Side  Junior  High  School,  Little  Rock 
Kansas — Mrs.  Dorothy  Sproul  Stephens,  Hays  Public  Schools,  Hays 
Louisiana — Mrs.  Josephine  Capelton,  3240  Law  Street,  New  Orleans 
Mississippi — Mrs.  Birdie  Smith,  State  Department  of  Education,  Jackson 
Missouri — Mrs.  Bessie  Ploesser,  Southwest  High  School,  6512  Wornall  Road, 
Kansas  City 

SECTION  VIII — Miss  Lois  Norton,  414  Fourteenth  Street,  Denver 

Colorado — Miss  Dorothy  Alexander,  Westwood  Junior  High  School,  Denver 
Idaho — Mrs.  Echo  Dell  Parkin,  Class  A  School  District  Number  Twenty-Five, 
Pocatello 

Montana — Miss  Pauline  Nommensen,  Central  School,  Kalispell 
Nebraska — 

Utah — Miss  Frances  Dibble,  Office  of  Superintendent  of  Schools,  440  East  First 
South,  Salt  Lake  City 

Wyoming — Mrs.  Dorothy  Rudd,  Powell  Public  Schools,  Powell 
SECTION  IX — Miss  Fern  Rigg.  Secretary  to  Superintendent,  Williams,  Arizona 
Arizona — Miss  Marion  Elliott,  Madyson  Elementary  School,  Phoenix 
New  Mexico — Miss  Nelle  Jefferson,  New  Mexico  Western  College,  Silver  City 
Oklahoma — Mrs.  Glenna  Killian,  Central  High  School,  Oklahoma  City 
Texas — Mrs.  Fannie  Billings,  2711  Fairmount  Avenue,  Dallas 
SECTION  X — Mrs.  Dorothy  Knoblock,  Board  of  Education,  Alhambra,  California 
California — Miss  Lillian  Henry,  Union  Elementary  District,  Coalinga 
Nevada — Miss  Teresa  Dwyer,  Secretary  to  Superintendent,  Las  Vegas 
Oregon — Miss  Charlotte  Parr,  Secretary  to  Superintendent  of  Schools,  Eugene 
Washington — Mrs.  Amy  Stach,  Ellison  Junior  High  School.  Wenatchee 
Hawaii — Mrs.  Hatsue  Abe,  Hilo  Intermediate  School,  Hilo 
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